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Introduction

Welcome! As an employeeof Eau Claire Parks, Recreation, and Forestrnycessionoperations there are many
responsibilitiesequired of staff for the safety and service of our customefgnong the most important responsibilities
include making and selling concession products to customls a friendly, welcoming attitudeand treating each
customer with respect.Other responsibilities includéollowing policies and procedures, understand and operaing
concession equipment, monitimrg and following inventory control policies and procedureasnd helping to keep the
facility and concession stand clean and operationtéthderstanding cash handling procedures and policies is another
important responsibility required ddll staft

Licensing
City of Eau Claire Restaurant License
1 Concession Facility License
i Health/Restaurant A <100,000
1 Renew annudlicense held by operating organization at each locadioth display at each siteear the door,
contained in a frame

State of Wisconsin Food Manager Certification
1 Individual Certification
1 Fiveyearcertification
9 Display at each siteear the door, contained in a frame
1 Certification managed by operatirmgganization at each site location

Signage
Hand Washing& Sink Basirsigns
1 Employee Hand Wash Sigrisocated at each entfgxit door to concession stand and restrodatility and
above sink areas.
9 Each sink basin must be labeled in this or##ASKRINSE, SANITIZE. If there is dtidaasin sink, one bay on
either end can be labeled HAND WASH.

Food Preparation Critical Temperature Signs
9 Postin food preparation areas

Inspections by City County Health Department
Signage
1 Hand Washing, Fodereparation Critical Temperature, and Restrooms labeled with appropriate gender.

Storage
1 Chemicalsre storedaway from food, beverage, and paper productday be stored on the floor in a
designated area.
f C22RYX 06S@OSNI3ASST |yR LI LISNI LINPRdzOG& VYdzad o6S ad2NBR
1 Wood shelving must be painted.
Thermometers

1 Thermometers must be located in each of the following ardésat’cookingpreparation areaeachcooler,and
eachfreezer.



Cleanliness
9 All sinks must be properly cleaned prior to closing
9 Store chemicals in a desiped shelf area, on the flooar above the wash basin. Chemicals maybe stored
0238 | y®Ra layTRBRARIESReé S 2NJ GRNEAY3IE | NBIF
Soiled cloths may not hang or lie in any sink basin. Designate an adegifay cloths.
Clean under all machines prior ¢tosing
Clean waste compartmentsf all warmers and machines daily.
Follow altthe cleaningchecklists every day.
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Food Preparation and Storage

1 Gloves must be worn by aimployees/volunteers handling food.

1 Gloves should be available at each food preparation station.

1 When thawing meat products, meats should be stored in the following order lowest shelf to highesioked
meats, brats. Preookedmeat, Brats, Hotdogs. Uncookedeat should never be placed on a shelf above-pre
cookedmeat

1 Cover all foodor storage.

Date Info
f Readyto-SI G ¢/ { F22R Oly 06S &a02NBR FT2Nl 2yfeée asSo@Sy RI e
or lower
9 The count begins on the day that the food was prepared or a commercial container
was opened
1 For examplehot dogsprepared and stored on October 1 would have a discard date of October 7 on the label
1 Write the useby day or date on the labek bag used.

Facility Operations

Hobbs Operations

The Hobbs concession stand uses the two main center windows as well as the lobby window for operation. There will
G2 OF&aK NBIAAGSNBR 2Ly RdNAy3I LISFH] GAYSa FyR | aOl &
will also be asgihed, to make product and keep the concession stand stodkpdnding on the event.

Patrons should be ready to order by the time they reach the window. If a customer is not ready, you may want to politel
Fal GKSY (2 adSLI FaARS dzydAt GKSe& FNB NBFReée (G2 2NRSNJ

¢CKS AGNHzyySNE |aaA3ySR (G2 SIFOK NBIA&AGSNI gAtt G1F1S 9 3
in by the cashier. Runners will get their own beverages, slushies, candy, and chips. Every attempt should be made
move the lineas quickly and efficiently as possible. During rush times, all staff must work as a team to ensure efficier
operation.

Fairfax Operations

The pool concession stand uses the two main windows for operation. There wille@ashregisteropen during peak
GAYS& YyR |I'm&éddy ¥ SNENE a8 ¥ By S Rhird @ LING 10K INESNEERA Y0 SNIPE € 1 £ &
product and keep the concession stand statlkes needed.



Patrons should be ready to order by the time they reach the window. If a customer is not ready, you may want to politel
a1 GKSY (2 adSLI FaARS dzyiAft GKSe& INB NBFReé (G2 2NRSNJ

¢KS GNHzyySNE |adaiA3aySR (42 SIFOK NBIAAGSNI gAatt GF1S 9 3
in by the cashier. Runners will get their own beverages, slushies, candy, ice cream, and chips. Every attempt shoulc
made to moe the line as quickly and efficiently as possible. During rush times, all staff must work as a team to ensul
efficient operation.

Carson Operations

TheCarsorconcession stand uses the two main center windows for operation. There will toefive cash registers open
RdzZNAY 3 LISF]1 GAYS& YR I aOl &KA Snliinteérs/are sanddinlad 6iSajor eveiisi A 3
makeproducts and keep the concession stand stockéhslower sales days, a Lead and one cashier are scheduled.

Patrons should be ready to order by the time they reach the window. If a customer is not ready, you may want to politel
a1 GKSY (2 adSLI FaARS dzyiAt GKSe& INB NBFReé (G2 2NRSNJ

¢KS AGNUzyySNE |aaAdySR (2 SIFEOK NBIAaGSNI gAatt GF1S g 3
in by the cashier. Runners will get their own beverages, slushies, candy, ice cream, and chips. Every attempt shoulc
made to moe the line as quickly and efficiently as possible. During rush times, all staff must work as a team to ensul
efficient operation.

CarsonSatellite Stand

Acquire onecash box fronthe Concessions Operations Specialist or Lead Cashier
Ask theConcessions Operations Specialistead Cashier tgive youa startchange.
Take a roasteNESC@r hotdogs (fill partially with water for cooking)

Make 100 Hotdogs

Appropriatebuns

Hot Chocolate supplies if needed

=A =4 =4 =8 =4 =4

IMPORTANT: Restock beverages as neededtheifiidge We do not want warnproductssold to cusbmers.
Concessions Operations Specialistead Cashier can let you in. You maycediephoneto communicate.

END OF GAME
M Restock all coolers FULL
1 Remove all extra foodJpncessions Operations Specialist or Lead Caslii¢éell you what to do with itdo not
leave food in coolerdreezers, or on the countgr
Empty all garbage cans, break down boxes and put into dumpster
Sweep and mop floors.
Cleanmachines (popcorn, hot beverage, slustdad counter3
Takea tallysheet and cash thead Cashier, Program Supervisor or@omcessions Operations Specidlieip
them count it)

=A =4 =4 =4

Uniforms
All staffreceivel free staff shirt per year. Additional uniformmuist be purchased by the employee.

Specialists are required to weaavy-blue polo shirtswith the department logo. TheashieQ @niform is a blue-shirt
with the department loganda hat

Volunteers
Reference tdhe Concession Policies section for detailed information regarding volunteers.



Cash Handling Policies and Procedures
Manager and start changgill be kept in thedesignatedsafefor each facility.

All depositshouldbe verifiedby the Lead Cashier, Program Supervisor or Concessions Operations Spégalist
closing a castrawer andthen placed in dockablebank bagf available.

For CarsonCashiercounts their cash deposit and start charnaeay from public viewAll deposits should be
verifiedby the lead cashier, program supervisor or concessions operations speaialigy They will verify each
OFaKASNRAa RNIGSNI IyR RSLIaAiidsz LI} I CCashierfReconBilatiol? Fodmi &
(yellow), and then put the entire deposit in the safehe Site Lead or Concessions Specialist will take to the Parks
and Recreation Administrative office the next business dRarks & Recreation Administrative front office will
verify, create a deposit and deliver to the bank.

For Fairfax:Cashier counts their cash deposit and start chasmgay from public viewAll deposits should be
BSNAFASR oKSy Ot2airay3da | OF&AK RNIGgSNP» ¢KS {LISOALl A
deposits in a lockable bank bag with tBashier Reconciliation Form (yellpwihd then put the entire deposit in

the safe. The Site Lead or Concessions Specialist will take to the Parks and Recreation Administrative office
next business dayParks and Recreation Administrative front office will verify, create a deposit, and bring it to the
bank.

For Hobbs Cashier counts their cash deposit and start chaamgay from public viewAll deposits should be
verifiedby the lead cashier, program supervisor or concessions operations spenidligy, They will verify each
OFraKASNDAa RNIGSNI IyR RSLIZaAiAidx LI I GCCashierfRéconBilatiol? Fodni &
(vellow), and then put the entire deposit in the safiethere is naomanager on duty, Hobbs Building Supervisor
should verifyand place it in the Hobbs saf@®eposits will be verified and processed by Plagks & Recreation
Administrative front office othe next business day.

For CarsonRecreatiorManagement SoftwareActiveNetwill be used for all transactions and payments. Transactions
lyR LI &YSyia NBOSAOGSR i lFye aldaSttAaasS aalryR gAftt 0S
available. Satellite stands are a cash only operation. Checks cannot beedco&pclosing, the satellite sales and

money will be entered into Recreation Management Software at the main stand if a POS tablet was not used in the
satellite stand.A deposit must be created #te end of each calendar day if any currency has been receipted.

deposits will be verified as indicated above.

For FairfaxRecreatiorManagement SoftwareActiveNetwill be used for all transactions and payments. This includes
free admission and season pass entry. Checks cannot be accepted at POS registers at admissions and concessions
exception for Group Admissions over 20 patrons and season pass sales fodaeposit must be created at the end of
each calendar day if any currency or checks have been receipted. All deposits will be verified as indicated above.

For Hobbs RecreatiorManagement SoftwargActiveNetwill be used for all transactions and payments. This includes
free admission. Transactions and payments occurring during regular business hoursewittee intoand processed

by the Parks & Recreation administrative office staff. reservation payments must be processed by the Parks and
Recreation OfficeChecks cannot be accepted at POS registers at admissions and concédsaiwsections and payments
received &er regular business houraieekends and holidays will be handled as follokRas/mentsfor rentalsmay not be
accepted after regular business hours. A deposit must be created at the end of each calendar day if any currency or ch
have been receipted. All deposits will be verified as indicated above.



All financial invoices and transactiondl be entered into Recreation Management Softwa#etiveNet Payment plans
must be approved by thRecreation ManagerUser groups with rental agreements will be invoiced directly by the Finance
Department. User groups without agreements will be invoiced by Parks and Recreation AdministrativeEgeaff
customer paying for scheduled ice time dadility/room rentals must be given a receipt at the time of payment.

Parks & Recreation administrative office staff will enter and process all team and individual program registezdicims.
facility will requirestaffto enter and process adldmissionsnd concession transactions. Payment is required at the time
of entry.

Designated staff, assigned llye Recreation Manager or FinanEepartment, will audit the cash receipt books and
reportsperiodically All system users will be includedthese reports.

Verifying Start Change & Cash Handling Procedures While Open

Admission desk and concession stand cashiers will need to pick up start change fteadtbashier, program supervisor

or concessions specialish dutyat CarsorPark Fairfax and Hobbs Ice Arenh 2 6 Gadnfisdion desk stand cashiers will

get the start change from theead Cashier or Hobbs Building Supervisor on.Ifugyead cashier, program supervisor or
concessions specialist are not on dutyHabbsBuilding Supervisarn duty will get Hobbs Concessions money from the
Recreation Administrative @de and put it in the Hobbs Concessions Safe. The Lead Cashier will open the safe and get tl
start change bags for albncessiomworkers.Cashiers should be scheduled to check in 15 minutes prior to their shift. Each
cashiershould sign in on the cashisignin sheet at CarsoRarkand Hobbs Ice Arena

Only one cashier is assigned to a register/computer. If two or more people are working at the admissions desk or in tl
concession stand, only the assigned cashier vamk at the cash register or computer. When on break,
registers/computers should be locked and password protected. Windows should be closed and doors locked if other stz
are not present.Multiple cashiers cannot work the same workstation in the same shift.

Additional Start Change

If there is a safe on site, it must remain locked at all timesmatiagerschangeand start caslbagsremain locked in the

safe. Managers must verify ALL cash on tariie beginning oénd at theend oftheir shift or business day.

A manager will distribute start cash bags and make additicmahgesas requested. Start cash bags must be counted and
verified by the cashier upon distribution. All start cash must be placed in the locked cash drawer. At no time shou
money remain in the cash start bag during a cashier shift.

TheProgram Supervisor, Lead Cashier, or Concessions Operations Speitlifiigstean additionalstart change located
in the designated facilitysafe The Lead Cashier, Program Supervisor or the Concessions Operations Syétizdisty
the amount of cash on hand at the end of each shiftad Cashiemsill be responsible for ensuring the start change is
accurate and the larger bills are cashed in for smaller cash/¥@in.mustalso fill out the manager change verification
form at the end of shifteither on a blue or pink sheet.

If cashiers need additional change they will buy the change frorheéhd Cashier, Program Supervisor or the Concessions
Operations Specialist~or example, if they need a rollgpfarters,they need to givéhe Lead Cashier, Program Supervisor
or the Concessions Operations Specidlid.00, which will be placed in thél y | Istamidadnge bag. Start change
should always remain at the same amount for the manager and cashiers.

1 Itis important to return all manager change and start cash bags to their original denominations as specified
on laminated cards attached to each.

1 Managers may need to go to the bank to replenish cash to match the specified amoutitsyfare unableto
do so with the cash on hand.



Transaction Errors

If a transaction error is made, cashiers must record the error obleted Payment Loderrors must be recorded and
cannot be corrected. Errors will be reportedRmance byhe administrative officdeam onthe next business day. The
deleted payment log should accompany all deposits.

Balancing a Cash Drawer

The cashier will count out the start change as specified and place it in their start change bag. The remaining amount o
cash, coin, and checks should be counted and recorded o@akhier Reconciliation Form (yelloWpon completion,

the manager on duty will verify the starhangebag and the deposit prior to the cashier leaving.

At the end of each shift, the managen dutyshould run a&Cash Receipts repoitin ActiveNet, go tq Reportsg Daily
Close Reports Cash ReceiptsClick on Recall/ScheduteClick on thecorrect locationg and change the to and from
dates. The cashier should not see these reports until afterlitbad Cashier, Program Supervisor, or Concessions
Operations Specialiserifies the start cash bag and deposit amourifdhe amount of currency and checks on hand do
not match the amount on the cash receipt report, thead Cashier, Program Supervisor, or Concessions Operations
Specialisandcashier shouldecount the start change and deposit again. If the amount is still inconesaiyd the
amount that is over/shorbn the cashreconciliation form (yellow)All over/short errors need to be immediately
reported to the site supervisor.

1 At the end of each shift, cashiers should remove the cash tray in the register drawer to verify that all money is
removed. On occasion money is placed under the trays.

1 Atclosing, the cashier should leave tlvash draweropen,so it is easy to see that there isn't
money in the drawer.

Beginning of Shift Directions
1. The cashieis given start change bag.

2. Gount your start change baand verify the total amount and currently denominations match the label on the bag.
a. All bills need to be counted individually. Take paper clipped money apart and count each individual bill.
b. Do not open full rolls of quarters and only count if they are loose in a separate bag.
c. Ifyou find a discrepancy, find theead Cashier, Program Supervisor, or Concessions Operations Specialis

onsite.

3. Log into the computer with login credentials.

4. Login to ActiveNet with login credentials (same as network login and password)
a. ActiveNet Linkhttp://activenet.active.com/eauclaire/login

b. Select the OBLUES6 continue box on the right side
c. Login using your cashier credentials
d. Follow DUO authentication instructions
5. Once logged into ActiveNet, click on the appropriate workstation and click subooit workstation will be labeled
on your computer.
6. This window will appeaA ¥ O2 NNB OG> Of A01 a21¢ FyYyR OfAOl 2y th{


http://activenet.active.com/eauclaire/login

Confirm Float Amount

Pleaze count the beginning balance in the dravwer

Float Amount | 200,00 |

@

4

7.LF @2dz2QNB 62Ny Ay3d YdZf GALX S RIFéa Ay | NRg>X &2dz YI @
Cash Summary Sheet Confirmation
There is one or more cash summary sheet opened from Apr 12, 2024,
@® create a new cash summary sheet for the workstation
O Continue to use current cash summary sheet
/;,:

8. /ftAO1 2y &/ NBFGS I WViKE GI23NB addz2XIVIZNE AFS @ dONE 2 LIS

LF @2dz2OQNB O2YAy3 6101 FNRBY | O0NBI]1 Ay @2dz2NJ OdzNNBy
Shift CloseQashier)

1. When all transactions are complete antlead Cashier, Program Supervisor, or Concessions Operations Specialis
approves closing a shift, the cashier should close their register window, log out of thedR®@8e their cash
drawer, andshut downthe computer.

2. Cash counting should be done in a designated area away from customer view.

3. Count out start changas specifie&nd put it inthe start change bag.

4. Countthe remainingmoney inthe cashregister drawey this is your deposit

5. Complete a Cashier Reconciliation Form (yellow) and initial.

6. RequesLead Cashier, Program Supervisor, or Concessions Operations Spexifiiation of the start cash bag
and deposit amount. The manager should record over/short orCthed KrecBniiation yellow form

7. Specialist®n dutyarerequired to count and verify all facility change, start change, and deposit at the end of the

business day.

Shift CloseKFX Specialist, Lead Cashier or ManageDuty)

1.

2.
3.
4

o o

Login to the Recreation Management Software program withur credentials.
Select Reports
SelectCash ReceipReports
Verify cashier cash, credit, and check amounts.
o If the amounts do not matctihe specialisandor lead cashier should recount amounts again.
Record over/short on th€ashier Reconciliation Form (yelldwYyed.
Initial the Cashier Reconciliation Form (yellow)
Placethe Cashier Reconciliation Form (yellow), cash, and cheeksainbow bagthen securelLock thevarious
rainbow bagsand placeghemin the safe.



Reconciling a Shifiwill becompleted by Parks & Recreation Administrative Office Staff)

Count Facilitynanagerchange (Hobbs only).

Recount the cash/coin/checks in easflart cashbag.

Verify the cash with the reports.

If totals do not match, make corrections as able to.

The designated Administrative Associate should enter the cash totals into the Cash Receipts Sammary
ActiveNet

The designated Administrative Associate should reemiort amount inActiveNet

8. Take all deposits to the bank.

9. Replenish Hobbs managehnangesas specified.

ok wbNpE

~

Complete Report Procesgsill be completed by Parks & Recreation Administrative Office Staff)

Savecomplete facility reports for each specific date to include Cash Receipts and Cash Distribution by Account.

1. Once verification and reports are complete, pleaage in the appropriate CASH REPORTS file folder under the

location, year and month.

2. These wo reports should be combined in ONE file for EACH location:
a. Cash Distribution by Accoubetalil

Cash Receipts Summary
Save the combined file herei\RecreatiohRecreation AdministratiotCASH REPORTS
Rename by the date, amount and location. Ex: 10.7.21 526.00 Carson Park
Place in the appropriate folder by month and year
Send report(s) tdreasury@eauclairewi.goand accounting@eauclairewi.gdkie following business
day.

~® o000

ActiveNet Reports
1. Go to Reportg Daily Close Reports

a. SaveCash Distribution by Account Detail
b. SaveCash Receipts
2. Cash Distribution by Account Detalil
a. Select the appropriate workstations
b. Select the appropriate workstations (Fairfax 1, 2,,%td)
c. Select theappropriate date
d. Select Run Report
3. Cash Receipts
a. Select the appropriate date
b. Select the appropriate workstations (Fairfax 1, 2,,%td)
c. Check the boxes for Summary Report and Include Payment total of users
d. Select Run Report

10


mailto:treasury@eauclairewi.gov
mailto:accounting@eauclairewi.gov

Creating a Depositor Bank

Directions for creating a DepositParks and Recreation Administrative Office Staff)
1. At the top of thecountingslip, write in the name of the facility for that deposite( Carson Concessions, Fairfax
Admissions, Fairfax ConcessidAsbbs Concessions, Hobbs Open Skate, Hobbs Operations)
Date thecountingslip.
Write in the exact amount of cash, coin, checks ondbentingslip.
Total the amount of the deposit.
Carson Fairfax, Hobbg place the white copy of theountingslip in the bank bagith the cash/coin The yellow
copy isscannedand added to the daily cash report.
6. Carson Fairfax, Hobbs Plce the deposit bag in the safe or take directly to the bank.

arLON

Administrative Office Staft, Directions for Verifying a Deposit
1. Recount thecash/coin/checks in each bank bag.
2. Generate theCash Distribution by account and Cash Receipts report.
3. Create a deposit slip arabmplete itcorrectly.
4. Scan yellovdepositslipsand reports to Treasury arghveselectronically in designated file.
5. Send the white deposit slip with the cash/coin/checks to the bank.

Delivering a Bank Deposit
All direct bank deposits will be made at the main US Bank Office, 131 S. Barstow Street in Eau Claire. Direct deposits n
after business hours can be dropped in the bank drop box located on Gibson Street. This box requires a key to make
drop whichis located in our key inventory in the Parks and Recreation Administrative Office. Deposits sent to Treasu
will be handled by their staff.

Returned bank bags will bpicked up by admin and broughb the Parks and Recre&in Administrative Office.
Managerscollect them and distribute to the correct site on a weekly basis.

Point of Sale (P OS) Registers

All transactions will be entered inthhe computer using th&ecreation Management SoftwarActiveNet The Manager
on Duty at facility opening willave the cashierturn onand log on to th& assigned workstationThe cashier assigned
to each computer will log on to th€ity network andRkecreation Management Softwapegogram. The web address may
be6 221 YFNJ SR Ay aFlI @92NAGSa¢ o

Recreation Management Softwarkogin Procedure
Managers:
1. Login with your Eau Claire Parks and Recreatiorai¢ and the password
Example: User ID: John.Doe@eauclairewi.gov
Password: Must include a capital letter, number, and character.
2. Selectyourassigned workstation (label on computéexample: CarsqgrHobbs, Fairfaxar Administratior)
3. SelectPoint of Sale
4. Slect Cash Register

Cashiers(SeeCashier Login Informatiofddendum for visual instructions)
1. Login tothe computerwith your personal network login.
2. Go to Microsoft Edge or Google Chrome & type:
a. https://activenet.active.com/Eauclaire/login
3. /tA0] 2y GUKS 0fdzS aO2yldAydzsSe odzidzy
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4. Enter your information.
a. Your username is cityand thenyouremployee ID #. Example: di800165.
b. OR/for planners, use your city email and password combo.
5. You will need to verify your identity once ytmgin information You will need to confirm your account via your
Duo Mobile.

12



Cash Register Login Procedure

1.

5.
6.

Selectthe following options:
0 Reqister NameAssigned Workstatioflabel on computer), Example: Carson ConcessionsrIHobbs
Admissions 1
Open Shiftslf the nameappears next to Open Shifts, the register is already in use. Double check the registet
names of both computers to make sure both cashiers are logged in to the correct register.
NOTEIf there is a shift chage, the first cashier MU3dg out (rememberto close the shift), ad the next cashier
MUST login under theld I & KrdafeNID &
Shift Open
a. Count the start change to verify the starting cash balance is com@mint out of public view BEFORE
going to your computer.
A Make sure your start change denominations are correct, please seek a Lead Cashier or Sif
Supervisor to get correct start change denominations.
b. acCt2ldG !'Y2dzy(ié¢ aK2dA R YIGOK ¢gKIFG &2dz JSNRFASR
A DO NOT CHANGE
A /TEtAO] az2¢
c. Place cash ithe cashregister drawer.
a0 NI OKSOlAy3a Ay YSY
A

¢ 2 0SNAR Of AO1 aCwhb¢ 59{YE
¢2 adlF NI asSttAay3a AdSvya y th{ OtAO] dath{ «kx t2Ayi

Procedures for POS Register Operators

1

Count the start change prior to your shift, veriifie amounton thestart change bag tadf youneedanadditional
start change during your shift you will need to buy it from the manager.

Close the drawer between each transaction, do leatve itopen.

Personal checks ageceptedn the Administrative Officer at Fairfax Pool (groups & season passes éoiyhe
amount of purchase onlyPersonal checks aret accepted at concessions (check cards are acceptady. must

be local checks. (Chippewa Valley arkiioona, Menomonie, Chippewa Falls, etc., 0.k.). Checks should be made
payable to¥ EGPR @

No two-party checksare accepted.

Leave cash that the customer gives you on top of your money drawer. Ex: Customer gives you a $20 bill, lay it
top of your cash drawer until you give them their change, then put it in the cash drdiven if the customer
indicates that they gave you a $20.00 bill when you gave them chandgl®®0 you can double check the
denomination.

The employee assigned to the regigteorkstation for that shift is solely responsible for the money and all
transactions. They are thanly employeesallowed to use that computer during their shift.

We accept Master Card, VIS¥merican Expresand Discove(credit card orcheck card).
One transaction per receipt.

I cannotaccept split payment method<Ex: splitting a transaction between cash and card.

13



Entering a sale
(See Cashier Checkout Information for Credit Cards, Cash, and Checks in Addendums)
1 Select theproducts(candy, bottled beverage, gogglesc....)

Entering multiple sales for one product
9 Select the product
1 Select the quantity (Qty) column and enter the quantity.
1 The preset price wilbe calculatedanddisplayed
1 Repeat this step for all sales. For example, if you have a dad with two kids paying fekafesand renting ice
skates you will enter the following:
1. Qickonopenska® Sy (GSNJ ané¢ 2y GKS 1SeéL)}R
2. Clck on adult open skate
3./ ftA01 2y &ailbasS NByidlFrftzX SyiSN doé¢ 2y GKS 1SeLIR

Method of Payment
Cash Payment:
1. SlectdPaymentCaste ¢
2.9y GSNI GKS Fy2dzyd 2F OlFakK NBOSAGSRTI ¥2NJ SEFYLX SY b
4. If you enter the amount of cash received and it is more than the item, the change will display after you click on
az2leod
5. ¢2 O02YLX SGS GKS GNIXyalOtAazys OftAO01 2y (GUKS aFAYyAAK
Examplef the receipt will display.

IS

Check Paymentchecks areonly accepted atFairfax Pool (groups & season passes) or at the Recreation
Administrative Office. Chestumbersmust be entered intdRecreation Management Softwafer all checksChecks
for the amountof purchaseonly/ KSO1 & &aK2dzZ R 0BCPE ®dabchdcks drityqGhiBpevia2/alléy),

no two-party checks{ @ I YLJ I f f ()KSO“{ GAGK aRSLIRaAl 2yteé¢ aidl YL
1. { St SOG4 atleaySyid [/ KSOy¢

2. 9y GSNJ G6KS OKSO1l | zy 0KS a/ KSO1l 1¢ FASEtR FyR OfAO
3.¢2 O2YLX SGS GKS GNlyalOuAazys OfAO1 2y GKS GCAyAaKk
4. Example of the receipt will display.

Check Card or Credit Card
1. Selecttt @ YSyYyd [/ NBRAG /I NRé
2.0 FTUSNI Ot AOTAY 3 at | & vYeétRili yRKIENIRSe Ay shRE oAJG2VdE G2

charge.
3.¢2 NM¥zy GKS ONBRAG OFNRZ OfAO0]l 2y (GKS GCAyAaK y
4. Inthe Receipt Paymett N2 OS&da / NBSRAUG / I NRSwipd carX & ¥ L}fdzlt &N fSQ’)ﬁ A
5., 2dzNJ ONBRAG OFNR NBIRSNJ gAff &le& daLYASNIkagha B O |

receipt screen wilappear once the credit card has been processed.

Free Admissions Fairfax Pool antlobbs IcéArenadistribute some coupons good farfree daily admissionThe
facility managers will provide a sample copy of each coupdhga@ashiers Free admissions must be entered into

POS.Take thecoupon from the customer, seleay | LILINR LINA I 6§ S G CNBSé¢ o{114GS w$:
button on POS, anfinalize transaction.

Red®ass; EC RecPassa punch card for various open programs, skate rental Tétis passan also be accepted at

all Hobbs Ice Arena, Fairfax Pool and Adult Open QysestheappropriatedRecPagsbutton on POS tgell a pass
or enter an admission transactiodMlanagers will explain the card in more detail during orientation.
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Finalizing a Transaction
1 The computer will send you to a receipt screen.
1. Carson/Hobbs/Fairfax, select skiphe customer does not need a receipt
f LT GKS O0dzai2YSNJI NBljdzSaida I NBOSALIT &asStsSoi
the receipt
2. Administrative Officetf the customer wants eeceipt,@ 2 dz OF'y LINAY G 2y S dzaAy 3
print a receipt unless one is requested
T /fA01 2y abSs wSOSALI¢ FyR Of A0l 2y GKS ath{¢ . dzi

It is very importanthe sale is correct prior téinalizing atransaction This process will prevent or redugeids/errors.
Wait for the customer to provide a method @ayment beforefinalizinga transaction. l&an error is discovered after a
transaction has been finalizedashiers must record the error on thgeleted Payment LogThe manager will correct
errors before the cashier closes the shift. If there is no record that verifies an error, correction is not necessary.

MiscellaneousPOS Buttons
REMO¥ ITEM Thisbutton will remove thehighlighted product
REMOVE AULLEMS Thisbutton will remove all products

Concession Stand Shared Net Profit Policy

GENERAL PROCEDURES

POLICY

The City of Eau Claire owns and operates four concession starhadingCarson Football/Softball, Fairfax Pool, Hobbs
Ice Center, and Soccer Park. The City will manage the facility and operations at all lpgatesssan exclusive concessions
operator agreement is in place.

PROCEDURES FOR THE SALE OF FOOD & BEVERAGES
1 Net profits from the operation of the stand during specific events may be shared with user groups provided the)
supply the required number of volunteer workers. Failure to supply volunteers will result in no shared payment
for that event. Carsoq UWEC ¥frsity Football Games, ECASD Varsity Football Games, Regis Varsity Footbe
Games. HobbsNo Shared Profits, Soccer Pgrkau Claire United Soccer Tournament.
1 City Council approval is required before any user or vendor may sell food and/or beveragesaneityathletic
facilities.
The user or vendor is responsible for obtaining any and all licensing required for food and beverage sales.
The City of Eau Claire may have an exclusive pouring rights contract with a beverage vendor. Only beverag
included in the agreement may be sold at City of Eau Claire athletic facilities as noted above including Cars
Baseball Stadium.
Eau Claire Baseball LLC operates the concession stand at Carson Baseball Stadium.
The user or vendor is responsible for following all safe food handling policies and procedures as required by tt
City/County Health Department.
1 Whenever possible, compostable or recyclable products will be used in the concession stands for the purpose
serving food.

=A =

= =

ECPRF GENERAL RESPONSIBILITIES
1 Concession stand operations will be supervised by ECPRF with assistance from the Recreation Program Supen
who is the designated supervisor in charge of concessions operations.
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T

The citywill hire and pay one Concession Operations Specialist who is responsible for concession operations al
safe food handling practices.

The City will retain 100% of net revenues for all new events. Approved users may provide volunteers to prepat
food, clean, and restock for 100% net revenues. The City reserves the righarge an administrative fee to
recover costs to operate the stands.

Net revenues for all approved games and events will be paid directly to the user group as agreed upon. Ne
revenues are calculated as grgm®fitless product, staffing, and other expenses. If the user group does not
provide volunteers at the requested level, and the City needs to staff the stand, the City will retain all revenues
There may be an additional charge if volunteers are late.

The city will open concessions and retain all revenues for adwerlevel games, and

other events scheduled on the football field and softball fieldsverlevelgames and other events may have a
limited menu and minimal staffing level.

The citywill provide all concessions equipment gmeductsrequired to operate the stands.

The citywill determine menu items and set pricing.

The City of Eau Claire may have an exclusive pouring rights contract with a beverage vendor. Only beverag
included in the agreement may be sold at City of Eau Claire athletic facilities as noted above including Cars
Baseball Stadium.

The City will provide an AED and spill kit for cleaning blood and infectious waste, located in the grandstand lock
room hallway of the football stadium. The spill kit includes directions for elgeand disposal of waste materials.
The ECPRF @ite lead will monitor the stand operations as described below.

ECPRF OBITE LEAD RESPONSIBILITIES

T

1

The ECPRF @ite lead is responsible for orderipgoducts hiring and training cash register operators, inventory,
waste control, opening/closing, maintaining valid licensing, following safe food handling guidelines, working witt
school/organization event coordinators, cash handling procedures, validatingaegiseipts at the end of each
game, and payment to organizations.

The ECPRF @ite lead will monitothe concessiomenu:

Prepackaged goods, such as candy bars, chipd icecream may be sold

Hot drinks such as coffee or cocoa will be sold

Food prepared on site can be sold, such as hot dogs, popcorn, nachos, pretzels

Meats such as hotdogs, brats and hamburgers can be cooked on an outdoor gatloRegimeatcan be

prepared using a roller grill. Hamburgers must be bought "grill ready" in hamburger patties.

0 Pizza may be sold. If sold by the slice food warmers at proper temperatures must be used to maintai
food safety. Food warmers are not necessary if pizza is sold as a whole pie.

o0 Concession items cannot be made at home and brought to the stand for sale (such as chili, barbequ

etc.).

O O O O

1 The ECPRF wite lead will monitor safe food handling practices

o Food items may not be handled directly unléssy arepre-packagedtemslike candy bars. Plastic gloves
or tongs are required when serving items like hot dogs or nachos. Hands should not come in direct contac
with any food product.

o If the same person is doing food handling and money handling, they need to take gloves off before
handling themoney orchange gloves before handling food after handling money.

o All concession volunteers and staff must follow hand washing policies including washing hands afte
returning from restroom breaks before handling food product.

1 The ECPRF wite lead will monitor cleawp:

0 Volunteers and Staff should wash utensils as follows using three or four sinks:
A Clean and sanitize all sinks
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A Wash items in first sink usirsgcleaningletergent solution at approximately 128
A Rinse in the second sink, using clear water at approximatelyA20
A Sanitize in the third sink by immersing items in a chemical sanitizing solution at a minimum of 75
for at least one minute
A Air dry all dishes, do not wipe dry
I Must use an approved sanitizechlorine, iodine, quaternary ammonium, or acid
sanitizers. Common household bleach is a very good, inexpensive sanitizer, use
tablespoon bleach per gallon of water.
o0 Before securing tharea,the volunteers and staff must complete the following:
A All counters must be cleaned with both detergent and sanitizer spodtyes.
Popcorn popper must be cleaned if it has been used
Clean Food Preparation Equipment and stove
Sweep floor
Mop floor
All productsand inventory must be placed in assigned cabinets, coolers, and freezers
Garbage must be left outside in a cart/container (excess bags can be left inside)
/ NHza K OF NR6o2INR |yR Ldzi Ay &aOF NRo2I| NR RdzY LJ3
A Stack empty bread and pop trays
o If volunteers do not participate in and complete thk requiredcleanup, ngpaymentwill be provided to
the group for that event date.
0 ECPREF esite lead will lock and secure stand prior to leaving the facility.

N5 S N S N

USER GROUP RESPONSIBILITIES

1

Each User is responsible for naming an-5a@a" coordinator who will be the primary contact. The coordinator will

be named by the school/league official or Athletic Director. The coordinator is responsible for scheduling an
assigning volunteers, followgnsafe food handling guidelines, and validating register receipts at the end of each
game. *

User groups provide volunteers as requested by the Recreation Program Supervisor for each varsity/semi pro le\
game or approved event.

User groups may request one satellite concession stand within the stadium area with prior approval from the
Recreation Program Supervistisers are responsible for satellite stand staffing and set up/elgarand hand
washing station.

Storage spaces are not available forsite storage ofisergroupspecific materials or supplies.

Donated items will not be accepted for city operated concession sales.

Food sales outside of the stadium area are considered special events and are required to follow the special eve
process. All special eventsust be approved administratively by the Special Events Committee or by Eau Claire
City Council. Allow approximately 60 days for the review and approval process.

Complimentary items angdroductsgiven free to anyone, including officials, must be recorded and will be charged
to the user group.

Waste will be recorded at the end of the event and charged to the user group. The user group is responsible ft
monitoring the amount oproductsmade and is encouraged to work with the manager on duty to determine prep
amounts. After waste is recorded, the user group may take the unused product.

*University of Wisconsig Eau Claire (UWEC)
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The UWEC contact will be the Athletic Director or appointed person named by the Athletic Director. The City is responsil
for scheduling and assigning paid staff, following safe food handling guidelines, and validating register receipts at the e
of eachgame.

VOLUNTEERS AND EMPLOYEES
1 Grilling and food preparation will be directed by the ECPR$iterlead.

All hair must be contained in a hairnet, hat or visor.

Gloves must be worn when handling and preparing food.

All eating must take place outsidethie concessiostand.

Stay at your designated station.

Paid employees operate registers and handle cash/payments.

Employees, volunteers, coaches, officials, and players do not receive free or discounted food.
Groups may choose to provide volunteers, coaches, or officials with free food. This food must be recorded &
waste items and will be charged at cost to the group (thereby reducing the event payout).
Appropriate, closedoe shoes are required for anyone working in the stand

City staffare onlyin the storageroom at Carson.

9 Alcohol is not permitted in any ECPRF operated concession stand.

= =4 =4 =4 =4 -4 4

= =

PARKING
1 All staff and volunteers should park in the facility parking lots. Parking is not available within any event area. A
Carson, vehicles needed for loading/unloading may be brought into the stadium area for unloading. Howevel
they willneedto be moved to the main parking lot prior to the game start. Vehicles parked within the event area
gArAftt 0SS (26SR G GKS 2¢gySNNna SELSyasSo

CONCEALED WEAPONS
9 Concealed weapons are not permitted inside any facility or Stadium area.

TOBACCO AND ELECTRONIC SMOKING DEVICES
1 Smoking and tobacco use is prohibited throughGatsorPark Baseball Stadium. This includes electronic smoking
devices. No person shall smoke or carry any lighted cigar, cigarette, pipe or any other smoking device in al
enclosed, indooarea In exterior areas, no smoking is allowed within twenty feet of an access point or forty feet
from any building air intake systerReceptacles for waste will be provided by ECPRF.

RECYCLING
1 Both the City and the user are responsible for recycling at each facility.

ECOGFRIENDLY PRODUCTS
f The City is committed to promoting a healthy environment and will purchas@eddh Sy Rt @ G INB Sy ¢
concession stand when possible.

Onsite LeadResponsibilities

TheOnsite Leads responsible for orderingroducts hiring and training cash register operators, inventory, waste control,
opening/closing, maintaining valid licensing, following safe food handling guidelines, working with school/organizatiol
event coordinatorsand cashhandling procedures

1) The Concession Operations SpecialigDnsite Leadvill monitor concession menu:
1 Prepackaged goods, such as candy bars, claipd icecream may be sold
9 Hot drinks such as coffee or cocoa will be sold
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2)

3)

=a =4

Food prepared on site can be sold, such as hot dogs, popuats, etc.
Meats such as hotdogmdbrats can be cooked on an outdoor gritre.cookedmeatcan be prepared using

a roller grill.

= =

Pizza may be sold.
Concession items cannot be madehaime and brought to the stand for sale (such as chili, barbeque, etc.).

The Concession Operations SpecialigDnsite Leadvill monitor safe food handling practices

1 Food items may not be handled directly unléssy arepre-packagedtemslike candy barsPlastic gloves or
tongs are required when serving items like hot dogémats. Hands should not come in direct contact with
any food product.

1 If the same person is doing food handling and money handling, they need to take gloves off before handlin
the money orchange gloves before handling food after handling money.

1 All concession volunteers and staff must follow hand washing policies including washing hands after returnin
from restroom breaks before handling food product.

Concession Operations SpeciatistOnsite Leaavill monitor cleanup
A) Volunteers and Staff should wash utensils as follows using three or four sinks

= =4 =4 =

Clean and sanitize all sinks

Wash items in first sink using cleaning detergent solution at approximately 120° F

Rinse in the second sink, using clear water at approximately 120° F

Sanitize in the third sink by immersing items in a chemical sanitizing solution at a minimum of 75° for a

least one minute

Air dry all dishes, do not wipe dry

A Must use an approved sanitizechlorine, ioding qauternary ammonium, or acid

sanitizers.Common household bleach is a very good, inexpensive sanitizer, use 1 tablespoo
bleach per gallon of water

B) Beforesecuring the area the volunteers and staff must complete the following:

=4 =4 =4 =4 -8 -8 -8 -9 9

All counters must be cleaned with both detergent and sanitizer spodtjes.

Popcorn popper must be cleaned if it has been used

Clean Food Preparation Equipment and stove

Sweep floor

Mop floor

All productsand inventory must be placed in assigned cabinets, coolers, and freezers

Garbage must be left outside in a cart/container (excess bags can be left inside)

/ NHz& K OF NR6o 2 NR |yR Llzi Ay &aOF NRo6o2I NR RdzyLladSN
Stack empty bread and pop trays

O Concessioperations Specialistr Onsite Leadvill lock and secure stand prior to leaving the facility.

User Group Responsibilities

Each User is responsible for naming an "on site" coordinator who will be the primary coftectoordinator will

be named by the school/league official or Athletic Directdhe coordinator is responsible for scheduling and
assigning volunters, following safe food handling guidelines, and validating register receipts at the end of each
game. *

1)

2)

User groups will behargediwo register operators for each varsity/seimio level game including wages and
personnel costs. Additional register operators may be scheduled for games with expected high
attendance. Register operators will receive a paycheck from the Citye payrdl charge will be deducted from
the net revenues.
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3)

4)

5)

6)

7

8)

9)

10)

User groups provide volunteers as requested byRheility and Program Supervidor each varsity/semi pro level
game or approved event.

User groups may request one satellite concession stand within the stadium area with prior approval from the
Facility and Program Supervisddsers are responsible for satellite stand staffing and set up/elgarand hand
washing station.

Facilities, buildings, and storage spaces are not available for community use.

User groups may sell narompete products witradvancedapprovalfrom the Recreation ManagerThe sale of

such items will be a separate operation and may not operate out of concession stand managed by GeoQjbg.

are required to secure approvals, licensing, and follow all health and food safety guidelines.

Food sales outside of the stadium area are considered special events and are required to follow the special eve
process.All special events must be approved administratively by the Special Events Committee or by Eau Clai
City Council Allow approximately 60 days for the review and approval process.

productswill not be accepted for sale in city concession stands.

Complimentary items angroductsgiven free to anyone, including officials, must be recorded and will be charged
to the user group.

Waste will be recorded at the end of the event and charged to the user gréhp.user group is responsible for

monitoring the amount oproductsmade and is encouraged to work with the manager on duty to determine prep
amounts. After waste is recorded, the user group may take the unused product.
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*University of Wisconsirg Eau Claire (UWEC)

The UWEC contact will be the Athletic Director or appointed person named by the Athletic DifidwdCity is responsible

for scheduling and assigning paid staff, following safe food handling guidelines, and validating register receipts at the e
of eadh game.

Volunteers and Employees

=A =4 =4 =4 =8 =8 =9

=A =4 =

Grilling and Food Preparation will be directed by @encessions Operations Specialist or Onsite Lead.
All hair must be contained in a hairnet, hat or visor.

Gloves must be worn when handling and preparing food.

All Eating must take place outside of concessions stand.

Stay at your designated station.

Paid employees operate registers and handle cash/payments.

Employees, volunteers, coaches, officials, and players do not receive free or discounted food unless recorded
waste and approved by théoncessions Operations Specialist or Onsite Lead.

Appropriate, closedoe shoes are required for anyone working in the stand

City staffare onlyin the storageroom at Carson.

Alcohol is not permitted in the concessions stand.

Parking

All staff and volunteers should park in the facility parking Itarking is not available

within any event areaAt Carson, vehicles needed for loading/unloading may be brought into
the stadium area for unloading, however they wiledto be moved to themain car park.

lot prior to the game start. Vehicles parked within the event area will be towed at the
ownerQ expense.

Concealed Weapons
Concealed weapons are not permitted inside any facility or Stadium area.

Tobacco and Electronic Smoking Devices

Smoking anddbacco use is not permitted inside any facility or Stadium arassons
interested insmoking are permitted to smoke outside of the fence in the designated area.
Receptacles for waste will be provided by Parks and Recreation.

Recycling
Both the City and the User are responsible for recycling at each facility.

ECO Friendly Products
The City is committed to promoting a healthy environment and will purchase eco friendly
& 3 NHpBgléts in the concession stand when possible
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Vending & Concessions Policy
POLICY
Eau Claire Parks, Recreation, and Forestry (E@RR#)te healthy options for food and beverages atatlesoperated
concession stands and facilities where vending is permitted. Healthy options will be set at affordable price points. Arca
vending is permitted and muste operatedas a clean, safe, and controlled family entertainment center.
GUIDELINES & PROCEDURES
Authority
1. Issued by th&€ommunity Services Director
2. Policy review will be conducted annually by fRecreation Manager.

General
1. ECPRF will designate one centralized, lead contact for the concession operations and vending contracts
2. Vending and concession contracts are to be considered using the policies and guidelines set within this docume
as criteria throughout the selection process
3. All vending must have written and signed contracts or agreements on file with ECPRF

Arcadeand Foodvending
1. A cash control and verification system must be established between the vendor and the facility manager
2. All machines must comply with clean and controlled family entertainment standards
3. Advertising on machines may include advertising for the specified game only

Alcohol Operation and Sales Policy
Alcohol Sales at City Facilities must follow any written agreements, laws, ordinances or prigtieg.
Currently, City Concessions Operations do not provide alcohol sales at any City Concessions Stands.

Rebate/Gift Card/Cash Back Purchasing Policy

I. PURPOSE:
The purpose of this policy is to set forth the guidelines and procedurésaftking, redeeming and accounting for rebates
offered by vendors, such as Menards rebate certificates and prepaid VISA or Mastercard gift cards.

Il. SCOPE:
This policy applies to all rebates offered by vendors including but not limited to prepaid gift cards or certificates
redeemable for merchandisar anything else with monetary value given back to the purchaser.

[ll. COVERED EMPLOYEES:
This Policy applies to all City employees including the@itnty Health Department and the Public Library.

IV. PROCEDURES:

A. Prepaid gift cards and merchandise certificates are like cash and should be accounted for and stored in
secure location the same way cash would be.

B. Each department will assign one person responsible for processing rebate requests, tracking the receipt ¢
rebates issued, securing unredeemed rebates, tracking the redemption of all rebates and submitting the
Rebate Tracking worksheet to Accounting onanthly basis.

C. When a purchase is made that qualifies for a rebate the receipt and rebate form are to be given to the
department employee assigned to process rebates.

D. Rebate forms are completed and submitted per the vendor instructions. All rebate requests will be recordec
on the Rebate Tracking worksheet.

E. When a rebate is received from a vendor it will be logged on the Rebate Tracking worksheet and stored in
secure location until redeemed.
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F. When an eligible purchase is to be made, a rebate certificate or gift card will be distributed to an employee
authorized by the department to make the purchase. Th¥ LJf 2 BaS\& d@dd date will be logged on the
Rebate Tracking worksheet and the employee will sigh a Rebate Redemption form acknowledging the recei
of a rebate certificate or gift card.

G. After a rebate has been redeemed a copy of the detailed receipt, with the expense account, will be submittec
to the department employee assigned to process rebates.

H. The description othe item purchased, the expense account and date will be recorded on the Rebate
Redemption form and the amount and date redeemed will be recorded on the Rebate Tracking worksheet.

I. Each month the Rebate Tracking worksheet, the Rebate Redenfptiois, and the detailed receipts will be
submitted electronically to Accounting \vA@counting@eauclairewi.gavithin the first five days after the end
of the month.

J. Accounting will post the purchases each month in the general ledger via general journal. Unspent rebates wi
be recorded as an asset on the balance sheet.

K. Accounting will reconcile unspent rebates recorded in the general ledger with the Rebate Tracking worksheet
and mayrequestunspent rebates.

L. The department is responsible for ensuring all rebate forms are accounted for and properly recorded on the
Rebate Tracking worksheet.

M. The receipts will also be attached as documentation-ttapd statements to account for any purchases over
the amount of the rebate certificate, when supervisors review and approeargd statements they are also
approving items purchased with rebate certificates or prepaid gift cards.

N. If paymentis to be made by check, the receipt will be attached to the Request for Payment form and the
supervisor signing the request will also be approving items purchased with rebate certificates or prepaid gif
cards.

V. VIIOLATION OF THIS POLICY:
Violation of this policy and procedure or failure to timely cooperate in complying with its provisions may result in
disciplinary action up to and including dismissal.

VI. PROCESS:
When making purchases, the concessions operation specialistchask with the Recreation front desk to see if there
are any available gift cards/rebatedtc. for the vendor being purchased from. If aayists Recreation front desk staff
will check out the item to th€® 2 y O S Zopefatogs@gecialist for use. All required documentation must be completed
andreturned after the purchase.

When making purchases, the concessions operations specialistepast to their direct supervisor Alihstances where

a gift card, rebate, or anything of monetary valugisvided by the vendor to the purchaser when a purchase is made.
The item must also be turned into the direct supervisor and the direct supervisor will work with the Recreation front desl
staff to process the item per this policy.

Safe Food Handling

1 Employees in the concession stand are required to wear head covering in the concession stand. Bandann
baseball caps and/or visors are all acceptable. Additionally, head coverings should not advertise any produ
political affiliation, etc. If you doot have a head covering, we will provide you with a hair net. bairgshould
be in a ponytail, braid, or otherwise tied back

1 Employees in the concession stand must wear cldesed shoes. Sandals are not permitted.

1 Employees must wash their hands before beginning their shift, after using toilet facilities or tobacco products, an
frequently throughout their shift.

1 Employees are required to wear disposable gloves when handlingpimaldicts
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1 If only one employee wmworking atthe concession stand, the staff person should handle money first, then wash
hands and put on gloves before comingp direct contact with any food (hot dogs, corn dogs, pretzels, etc.).
You will need to do this for each customer. This is not necessary if you are handhimgpped food like
candy bars, soda bottles, etc.

1 Meat products (e.g., hotdog®amburgers, brajscan be put in the refrigerator for thawing, but must go on the
bottom shelf of the cooler. No food product may be below theat products Uncooked meat must be placed
on the bottom, precookedmeatmust be placed above uncooked meats. Uncooked andpo&ed meats
cannot be placed on the same shelf.

T 9YLX 28884 YdaAlG RIFIGS GKS 62E FyR f1 068t d&c¢lUnGoékeds KSy
meatsmust be used withithree days of the date ¢  ¢£l ! £2 Prec®dkekimeat must be used withiseven
days ofthe label. If not, they may not be sold.

1 Employees will put the most recent delivery of frozen food prodattke bottom of the freezer and move

otherproductsii 2 G KS {2 LJ® 2 § CAMNBIL dredfl ¢ AY OBSTANRINE V5 (G K2 Rd

bougtt first will be sold first. Check inventory dates on boxes when rotating stock to make sure the product
delivered first is most accessible to staff.

Employees will use thréur sinks when washing dishes (primarily utensils) at the end of the worksliak.

basins must be labeled in this order.

0 Sink #1 Wash (hot water, 10°F for manual dishwashing). Use ample detergent

o Skin #2 Rinse (hot watar no detergent)

0 Sink #3 Sanitizgwarm water 78F. Use test strips to check sanitizing strength per directions.
0 Sink #4; Hand Washing. If using a felbasin sink, this can be the first sink in the progression.

=

Spills , Bodily Fluids, and Clean -Up Protocol

1 See appendix fdFood Employee Reporting AgreeméhRorm 1B)

o All staff and volunteers musead,and sign form each night of service.

0 The purpose of this agreement is to ensure that Food Employees notify the Person in Charge when they
experience any of the conditions listed on the form so that the Person in Charge can take appropriate
steps to preclude the transmission of foodborne iae

1 All Lead volunteers and Staff should review Buod Employee lliness ActiG@uide and CleadJp Procedures of
Vomiting and Diarrheal Evenfappendix)ocated in both the cleaner storage area and near the hand washing
stations in each stand.

9 This procedure should be implemented to safely and properly respond to all incidents requiring cleaning and
disinfecting of body fluid spills. Body fluids that are considered potentially infectious inglonbé, diarrhea,
and blood. Staff and volunteers should always wear personal protective equipment (PPE) when cleaning and
disinfecting body fluid spills.

o Contain the affected area

A Discontinue foodservice operations if spill occurs in food preparation or service area
A Block off the area of the spill from staff, volunteers, customers until cleanup and disinfection are
completed.
A Allow onlyfood serviceemployees and/or facilitgtaffto clean and disinfect the affected area.
If the spill is in a noffood servicearea,the facilitycustodial/park staff should handle the clean
up.
0 Retrieve the Body Fluid Cleanup Kit.
0 Puton PPE to include:
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A disposable gloves (consider doulgleving). Replace gloves if they tear or become visibly soiled.
Keeps hands away from face while wearing gloves
o0 Remove visible body fluid
A Pour liquid spill absorbent material on the body fluid spill
A Use disposable scoop, or equivalent, and disposable paper towels/shop towels to remove the
body fluid from the affected surfaces.
0 Seethe appendixand postings for further guides.

Opening and Closing Procedures
Opening Procedures

1.

Get start change bafrom the Concessions Operations Specialist.ead Cashier Count the start change and
then verify that it is the correctPut start change in PQ8gisterdrawer or cash box if rgister is not available.
Login toRecreation Management Software

Check bathrooms Be sure they are open, clean, sked,and ready for public use. If not, notify a manager that
they are locked or need cleaning. At Hobbs/Fairfax staff may be asked to cleanRlease make sure any items

on floors are placed in trash, counters are wiped down, and paper towel, toilet paper, and soap dispensers ar
well stocked.

Open windowsand set out any necessary signage

Check the refrigerator for hotdogbrats.
Meat needgto be on the bottom shelf. No food may be below a thawing product. Be sure to write the date on
GKS 062E YR GiKI g¢é o

CarsocDSY SNl ffex K20R234& FFNB Llz f SR RANBOGfE FTNRBY Gt
meats should be place in the refrigerated cooleone day in advance of use thaw. Amounts vary based on the
event. Follow safe food instructions when thawing cooked anecpaked meaproducts

Fairfax/Hobbs- There should be approximately one bekX80)and one package Hobbs (38awed and ready
to cook If not, pull out one box from the freezer apdit it in the refrigerator.

Check the refrigeratdifreezer for buns.

Carsong Amounts vary based on the event. At the end of an event, bungearerally stored in the freezer.
Fairfax/Hobbs- There should be approximatelyree packages of hotdog butisawed and ready to serve. If not,
pull out as many packages as needed from the freezer and put in the refrigerator.

Stock hotdog rollerand turn it on(Hobbs) Prepare grilling station or cooking statiofCarsofFairfax).
a. Microwave may be used to quickly heat meat before using roller grill if necessary.

Turn onthe hot food humidity cabinet(warmer atFairfax/Hobb&Carsor).

a. Verify water tray has clean water.

b. Verify watertray has clean water in the water reservoir in the roller machine.
Cook pizza in the pizza ov€Rairfax)

a. Turn heat on pizza warmer
b. Placewholefrozen pizza in the pizza overmen ordered.
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c. Cook pizza for 18 minutes
d. Cutinb equal slicesAskihe customerhow many slices to cut into.

9. Turn onthe popcornmachine.
a. For slow events, make one batch of popcorn to start. If needednore.
b. For busy events, make as many batches of popcorn as needed for the event. Fill up popcorn bags to sa
time later.
Turn on all 4 switches on the popcorn machine.
The machine will beep once it is heated and ready to make popcorn.
Pour one cup of popcorn seeds with one scoop of flavacol into the kettle.
Pour % cup of popcorn oil into the kettle.
Close the kettle.
Once the popcorn is ready to be dumped out of the kettle, the machine will beep again.
Turn off the last 2 switches on the popcorn machine once you are done making popcorn.

T T@moao0

10. Stock chipsheveragesand any other productasneeded.
11. Roastersare usedfor prepped hotdogs/brats. Make sure an adequate amount of wateder the panis at the
bottom of the roasters anevarm.

Closing Procedures

1.

Restockall prepackagedroducts coolers, paper products, cupsc.

Turn offall concession equipmentpizza ovenhot dogroller, bunwarmer(Hobbs) popcorn machinggas and knobs
on grill,coffee machine/urngHobbsleave on coffee machine

Record alfood & ¢ | Ao tBe&waste inventory sheeit closing prior to throwing it awayEmployees are not allowed

G2 SFd 2N AAOSC¢cKBlI Aa2BB6EANI di2Ty2Rdosing@8 | R8¢ aSKa NF R
minimumand recorded throughout the shifts S & dzNB G 2 NI O ardastd shebtPlateOndstadhkets (G S Y
in deposits.

Cleanthe Hotdog Roller Gril{Hobbs)

A Take out #ver tray at the bottom of hotdog roller gr#ind set in basin to wash.

A Cleaning the Roller GriRkemove alineat Turn control to HIGH and allow rollers to get hot. Clean rollers
with clean wet, coldcloth. Wipe from the outside ends towards the center of the rollers. Do not force
grease into the roller and bearings.

A Do not use steel wool or abrasive cleaners to clean rollers

Clean the popcorn machinelean inside and outside of the popcorn kettle. Wipe down inside and outside of all the

walls, doors, and the bottom of the popcorn machiwéh dawn dish soap and warm watekdd sanitizer to the
sanitize sink, put cloth in sanitizer, ring out and wipe down machine. Allow the surface to dry and wipe down witt
warm water.Remove the bottom tray, empty out any popcorn kernels inside, taked themto the sink to wash.
Remove the splash guard atake itto the sink to wash. Brindlaups and utensils to the sink to wash.

Clean pizza ovendiake both trays of any pizowenused to the sink to wash. Take all pizza utensils to the sink to
wash.

Clean the Bun WarmefHobbs) To remove the drawer for cleaning, first pull the drawer out until it stops. Second,
remove the interior pan. Third, graspbe drawer assembly with both hands. Fouriift, the drawer in an upward
direction, while slowly pulling out. This will disengage the drawer from the drawer stops.-ifisiak the drawer,
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reverse the procedure. For retaining the high luster on the stainless steel, useadbrasive standardtainlesssteel
cleaner.

8. Wash DishesEmployees will use three sinks when washiigies (primarily utensils) #te end of theworkday.
1 Sink---Wash (hot water110 for manual dishwashing)use ample detergent
1 Sink # 2 Rinse [jot watert no detergent)
1 Sink # 3 Sanitizg(75) Use test strip to check sanitizing strength per directions.
9 Airdry all dishes

9. Wipe down all machine frontsvith sanitizer The exteriors of all machines should be kept bright atichctive by
using a mild detergent or neabrasive cleaner.

10. Wipe down all counterswith sanitizerspray bottle.

11. Remove allthe garbage recyclables, and crush cardboardlake outside and place in the appropriate containers
provided.

12. Stack allempty beverage crates and bun trays
13. Add water to bun warmer and hot humidity cabinet if needed
14. Sweep floor

15. Mop floor, use1/4 cup of detergent and fill the rest with wateDiscard dirtywater after you are finished. Do not
save the detergent.

16. Close and Lock SafEnsure that all money is placed in ttiesignhatedsafe and the safe lock is secure prior to closing
and locking the doors.

17. Lockup. Check to make sure concession roll windows and doors are logkeldiding storage doors)and all
equipment and lights are turned off.

Concession Mechanical Equipment

There are many pieces of equipment tisaiaff willneed to beeomecomfortable using. In this sectiothere is detailed
information on the more complicated pieces of equipment. If any piece of equipment breaks down or malfunctions, the
concessiorand facilitymanager should be notified as soon as possible.

Slush Puppy Machine & Making Slush

Slush flavors used to make a sliesbuppywill stain. If you get the flavoiia your hands while you are working, wash
them as soon as possible with soap and water. The stains are not permanskindsuttend to be permanent on
clothing.The Slush machine is on a timer that is set to reflect our hours of operefi@ff should not adjust oturn on
timer knobs for any reasonlLeave distance between machines so they are able to circulate.

CarsotfFairfax/Hobbs Fill dush to the first mark on th&vhite container (A) Water should be added until it reaches the
line marked (B).Slush will take about 20 minutes to freeZeremix additional containers of slush and put in the cooler.
Thereshoul always bet least one flavor ready to sell.

Hotdog/Brat Roller Grill:Making HotaggBrats (Hobbs)
When making hot dodbrats, be aware of the events/schedule for the day. If it is a varsity game or tournament
weekendat Hobbsfill the hotdog rollerwith 24 hot dogsand 12 brats If the daily schedule is lighgtart with a low
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numberof hot doggbrats and adjust accordingly. Aldee sure to watch the time of dahat you are refilling the
hotdog roller If it is laterin the day, do not put manlyot doggbrats on. For example, if it is past 7 pm and there are
only 20 people in théacility do not put on any more hotdogdsrats.

The roller grill is divided into two independently controlled heat sections. The right control knob controls the reagcookin
section,and the left control knob controls the front cooking section. A signal light is provided next to each control knok
to give a visuatheck to sedf one or both sections are turned on. Cooking time will vary dependintherstarting
temperature and quality of the product.The proper final @mperature for the hotdogbrats is 165 degrees F.
Temperature may be tested by w®erting the hotdog thermometer into the hotdog abouhalfway and waiting
approximately 30 seconds or until the thermometer stabilizes. Then read the temperature. If it is too low or high, turr
the dial up or down accordingly.

BunWarmer (Hobbs)

Using the power switch, turn the unit on. The pilot light on the front of the unit will indicate when the power is on.
Select asetting on the thermostat for warming or holding rolf® keep thenamburger and hotdog bursoft and fresh,

turn the control knob to a low position. Higher settings should be used only for short periods or preheateathe

Put the buns in the warmeénside an open bag If thebunsdry out, reduce temperaturéMake sure that there is always

a small layer of water inside each section of the bun warmer. Do not fill the sections too high with water, or water will
get into the bun bags.

Hot Food Humidity Cabinet
Hot food humidity cabineshould beturned on andset to 90 degrees This is used for warming cheese cups, wrapped
brats and wrapped hotdog3.he water reservoir in the hot food humidity cabinet must be filled at all times.

Readyto-ServeBrats/Hot Dogs:
All readyto-serve brats/hot dogs will be placed in a bun wrapped in tin foil and placed in a warm held up to a temperature
of at least 135 degrees. Nesco Roasters are used as warmers at Fairfax and Carson Park.

Popcorn Machines:

Popcorn machines should not be moved or shared between faciltitedfare required to clean the machines thoroughly
after use or at closing. Trays should be emptied and cleaned with deteagensprayed/wiped up with water after.
Internal and externalwalls should be cleaned with hot water and detergent to remove grease-bpil&prayed/wiped

up with water after. Filters and kettles needotbe removed and cleaned weekly. Kettles should be cleaned with a
stainlesssteelcleaningproduct

Hot Beverage Machines:
Fill all hot beverage containers up to the fill line with the appropriate powder. All internal pieces and trays must bd clean
at the end of each night. Return all pieces and trays to their appropriate places after they are cleaned.

Product and Merchandise

Pricing

Product pricing and menus are established prior to each season. R€heeation ManagerFacility and Program
Supervisorschedule a meeting tdiscusgproduct cost, pricing, menu selections, vendors, vendor agreements, and review
policies.

Pricing is determined by the cost tiie productand driven by an expected profit margin. Considerations include
affordability and charging a lower cost for healthy options.
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Item Selection
Review and selection of menu itemrary between each operation. Standard menu items are sold at each facility.
Considerations include healthy options, seasonal items, and the nature of the facility. Busy stands should have a reduc

number of choices to keep lines moving quickly.

Inventory and Waste Procedures
Inventory will be taken by counting cases and pieces of product in the concession stand. This includes/évades,
cups, lids, trays, detergent, etc. Inventory will be taken before opening and after closing on determined days.

All waste will be recorded daibn the waste inventory sheets. S & dzZNB (2 NBO2 NR | f After¢h®2 YL
stand has closed, subnthie waste report to the manager.
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Job Descriptions and Staff Responsibilities

JOB DESCRIPTIQNITY OF EAU CLAIRE

POSITION TITIEoNncession Operations Specialist
JOB CODEQ-1
DEPARTMENTommunityServices
DIVISIONRecreation

REPORTS T@ecreatiorProgram Supervisors
LAST UPDATADril 2025

POSITION SCOPE

This position oversees the Eau Claire Recreation concession operations at all or some of the following locatio
Carson ParkHobbs Ice Arenand Fairfax PoolThe Concession Operations Specialist must also have the ability
to communicate and work with many user groups and volunteers in conjunction with the Carson footbal
operations.

ESSENTIAL FUNCTIONS

Plans and organizes concession sales and stand operations.

Communicatevith vendors to discuss orders and billings.

Purchases, shops, orders, and stocks product inventory.

Maintains concession menu and prepares concesgroductsfor sale.

Works with Recreation Manager and Facility and Program Supervisors to set pricing.

Manages cash handling, deposits, and daily accounting receipts.

Maintains SenSafe food handling practices and sanitary conditions in the stand.

Supervises, trains, evaluates, and schedules staff.

Ensurecompliance with division policies and procedures.

Works with volunteers and user groups as needed.

Keeps accurate records of product ordered, receipts of product purchased and delivered, accident reports, et
Performs and supervises maintenance and general housekeeping of concession stand according to Hec
Department Standards.

Performs accounting duties including balancing cash drawers, performing daily deposits, preparing deposit ba
tracking sales, purchases, and registers overages and shortages.

Responsible for manager change and register start cha@gentall fundsduring operations.

Responsible for inventory management to include recording items purchased, sales, waste, and conductil
weekly audits.

Has positive communications with the customers to encourage business.

Holds in season stafifaining courseon customer service, equipment operations, suggestive selling and Serv
Safe food handling procedures.

Works with the staff, motivating them to provide great customer service, and maintains positive working
relationships.

Makes recommendations of product purchases to the Recreation Manager, Facility and Program Supervisors
and Recreation Program Supervisors.
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Completes paperwork as required (timesheet, accident reports, payment requests, etc.).
Shall wear ECPR staff uniform per BRecreation Division dress code.

Follows all cash handling policies and procedures as directed.

Ability to communicate on demand (cell phone or related device).

Maintains prompt, predictable, and regular physical attendance.

Must be able to take direction and work well with others.

Must be able to concentrate and perform accurately.

Must be able to react to change productively and handle other tasks as assigned.

Must be able to backip fellow ceworkers.

NONESSENTIAL FUNCTIONS
Performs related duties as required.

EDUCATION/EXPERIENCE/CERTIFICATIONS

SERV Safe Food Protection Manager Certification preferred.

An abilityto operate basic concession equipment, Point of Sale software, and Microsoft Office software (\Wort
& Excel) is required.

Mustpossessand F Ay G F Ay | @FfAR 2A3402yaAy RNADGSNDa A0Sy
Must possess strong oral and written communication and customer service skills.

Knowledge of basic accounting practices is preferred.

2 years of supervisory experience is preferred.

SUPERVISION/DIRECTION RECEIVED
Recreation Program Supervisor

SUPERVISION/DIRECTION EXERCISED
Concession Cashiellsead Cashiers

WORK ENVIRONMENT
Work is mainly sedentary with occasional light lifting of up to 50 pounds.
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JOB DESCRIPTIONITY OF EAU CLAIRE

POSITION TITLEoncessiolmead Cashier

JOB CODE011

DEPARTMENTommunityServices

DIVISIONRecreation

REPORTS TOoncession Operations Specialist/Recreation Program Supervisors
LAST UPDATEpril 2025

POSITION SCOPE

The Concession Lead Cashmill be a workinglead in the Carson Pavkor Hobbs IceArena concessionstands.
Responsibilities includeoverseeing concession workeasid volunteers handling customer issues within the stand,
balaned cash receiptscount managers and start change, review and inventory sup@iesother duties as assigned.
TheConcession Lead Cashieust also have the ability to communicate and work with many user groups and volunteers.

ESSENTIAL FUNCTIONS

Stocks/records product inventory and communicates to Concessions Operations Specialist and Recreation Progr
Supervisor.

Ensures proper cash handjrgperates a cash register as needadd verifies accuracy ofiily deposits.

Maintains concession menu and prepares concegsioductsfor sale.

Promotespecials/sale items as directed.

MaintainsSERV Safeod handling practices and sanitary conditions in the stand.

Keeps accurate records of inventory logs, cashier logs, waste reports, accident reports, etc.

Performs andeadsmaintenance ad preparation of concessions equipment ageneral housekeeping of concession
stand according to Health Department Standards.

Providesdirection, positive communicatiorgxcellent customer service and communicates effectively witivokers
volunteers, andcustomers

Completes paperwork as required (timesheet, accident reports, payment requests, etc.).

Shall wear ECPR staff uniform per the Recreation Division dress code.

Follows all cash handling policies and procedures as directed.

Ability to communicate on demand (cell phone or related device).

Maintains prompt, predictable, and regular physical attendance.

Must be able to take direction and work well with others.

Must be able to concentrate and perform accurately.

Must be able to react to change productively and handle other tasks as assigned.

Must be able to backip fellow ceworkers.

NONESSENTIAL FUNCTIONS

Performs related duties as required.

EDUCATION/EXPERIENCE/CERTIFICATIONS

adzald LRraasSaa 2N 200l Ay O66AGKAY on RIF&da 2F KANBO | yR
SERYV Safeood Protection Manager Certification preferred
SUPERVISION/DIRECTION RECEIVED

Concession Operations Specidk&tcreation Program Supervisors/Recreation Manager
SUPERVISION/DIRECTION EXERCISED

Concession Cashiers

WORK ENVIRONMENT

Work is mainlysedentary with occasional light lifting of up to 50 pounds.
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JOB DESCRIPTIONITY OF EAU CLAIRE

POSITION TITIEbNncession€ashier

JOB CODE: 01

DEPARTMENT: Community Services

DIVISIONRecreation

REPORTS TConcession Operations Specialist/Recreation Program Supervisors/ Recreation Manager
LAST UPDATApril 2025

POSITION SCOPE

This Concessions Cashier will be working at CarsonRarigx Pool, and Hobbs Ice Arena. The role of the Cashier is to
follow approved sanitation policies and procedur&esponsibilities include: ability to work with people, provide high
guality customer service, maintain safe operation and cleaning @baltessiorequipment, perform maintenance and
general housekeeping of concessions stand according to the Health Department Standards, maintsénveafeod
handling practices and sanitary conditions in the stand and sell concessions/operate cash registers Restaouant or
fastfood experience desirable.

ESSENTIAL FUNCTIONS

Sells concession and operates cash register.

Prepares concession product for sale.

Performs maintenance ral preparation of concessions equipment agdneral housekeeping of concession stand
according to Health Department Standards.

Completes paperwork as required (timesheet, accident reports, payment requests, etc.).
Shall wear ECPR staff uniform per the Recreation Division dress code.

Follows all cash handling policies and procedures as directed.

Ability to communicate on demand (cell phone or related device).

Maintains prompt, predictable, and regular physical attendance.

Must be able to take direction and work well with others.

Must be able to concentrate and perform accurately.

Must be able to react to change productively and handle other tasks as assigned.

Must be able to backip fellow coworkers.

SUPERVISION/DIRECTION RECEIVED
Concessions Lead, Concessions Operations Specialist and Recreation Program &upecilisor.

SUPERVISION/DIRECTION EXERCISED
Not applicable

Work Environment
Work is mainly sedentary with occasional light lifting of up to 50 pounds.
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Orientation - Informational Orientation

Introduction
1 Lead cashier& cashiers
9 Tour facilities(bathrooms, rinks, mop room, AEpool housé
T Whereallitems are stored

Opening Duties

Prepare registers
Prepare food stations
Hotdogs/meat and buns
Poppingpopcorn

How to open windows

= =4 =4 =8 =4

POS, CasHandling Procedures, & Customer Service
1 Logins
1 Large bills
T CQustomer service
1 Handling lines

Closing Duties
1 Restocking
1 Gounting waste
1 deaning machines
1 Sweeping & mopping
1 Washing dishes

Scheduling & Hours
1 Personnel papenerk
1 Timesheets
T W2W (When to Wirk) preferences
1 Requests for time offplan ahead)
1 Responsible for the shifts you are scheduled for
Uniforms& Safe Food Handling Requirements
ALWAY'S wear city issueniform
Closed toed shoes
Hat, visor, hair net, dnandana If forgotten, hair net is required/provided.
No rips in jeans
No sweats
No short shorts
ALWAYS WEAR GLOVES WHEN HANDLING FOOD!

= =4 = =4 =4 =8 =9

Volunteers
1 Work with volunteers at Carson Park
1 Be kind & respectful to all volunteers

1 Any volunteer questions can be answered by the Lead Cashier, Program Supervisor or Concessions Operation
Specialist.
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Q & A Session
Interactive Orientation (How to)
POS Registers

1 Login

1 Using POS

Cash Handling

9 CashHandling Policies

9 Verification of Start Change

9 Signing out your start changegetting additional change as needed

0o No decks
No billslargerthan $20
Leaving cash on top of drawer until transaction is finalized
Explain counting back change
Counting back cash to customer
YSSLIAYy3 Y2ySe aGNIA3IKG 6aKSFRa 3A2Ay3 Ay 2yS RA
o Credit Cards now ACCEPTED

1 Transaction Erroré-ill out deleted paymentt®g and report tosite supervisar
M End of shift, count down drawer
1 Securing money at closing

O OO 0O

Safe Food Handling Procedures
Washinghands

Thawing fozen praluct fwritten dates)
Rotating sbck in freezer (thermometers)
Usinggloveg washing hands

Using sinks, washing dishes

Health Dept. reporting sheet

= =4 =4 =4 =8 =4

How to Make

Sushies

Coffee / hot chocolate / cappuccino

Pizza(Fairfax)

Hotdogs& brats

Grilled food (bratsand hotdogs)

Popcorn (&2 cup of ail, 1 cup seetigbsp of Flavacpl

=A =4 =4 =4 =8 =4
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UsingMechanical Equipment

)l
)l
T
)l

Hogdogroller cwhat temperatureto put it on and bun warmer. Remember to fill thean warmer with water.
Pizzacookpizza for~ 18 minutes Remember tcheckit.

Popcorn Turn on all four switches. Turn kettle heat and motor off after making popcorn.

How to change a cheese bag cheese machine

Cleaning

E I - B I R |

Sweep

Mop ¢ show how to fill mop bucket

Counters wipe down with sanitizerdo throughout the night to keep things looking nice
Sanitizer showshow to fill the bottle

Show where the dumpster is located

Show where to find extra garbage bags for at the end of the night
Cleaning hot beverage machines at the end of the nigdthove inner nozzles
Refill pop andemember to rotate Nearest expiratiorates moveo the front
Restock candy, chépcups, lids, and popcorn baagsthe end of the shift
Pizza trays and utensils

Popcorn machine, trays, and utensils

Slushie machine drip trays

Hotdog roller
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Vendor List

Canteen Vending

3172 Berlin Drive

La Crosse, WI 54601

Audrie- Product
Audrie.Mitchell@compasgsa.com
Kyleeq Machines

608-400-3098

Festival Food¢Brats)
Justin Myer
imyers@festfoods.com
2717 Birch St

Eau Claire, WI 54701
(715) ®5-7800
www.festfoods.com

IFD

Mike Morris

313 North Hastings Place
Eau Claire, WI 54703
mmorris@callifd.com
715-852-0903

{1l YQa [/ f dzo
4001 Gateway Drive
Eau Claire, WI 54701
715-836-9585
www.samsclub.com

Dairy Queen

Marie Johnson
marie@ecdg.com
715271-2317

Riverside Bike ad Skate(Hobbs)
937 Water Street

Eau Claire, WI 54703
riversidebikeandskate@yahoo.com
(715) 8350088

Midwest Food & Tobacco Groufd (i-Mart)
4603 Domain Drive

P.O. Bo®808

Menomonie, WI 54751

Joy Harmer

jharmer@trimart.com

Webstaurant Store

Cold Cups/Lids, Nacho Cheese Cups, Slushie I
(FFX)

See Facility/Program Supervisor for Online Log
https://www.webstaurantstore.com/?gclid=CjOK
CQjw2a6wBhCVARIsABPeH1tRpbX3fhCOQWqc
NMKyAOA5nPN40y92u8VcmEnJePAB _cR _fLh
AmGHEALwW_wcB

Amazon

Cold Cups, Lids, Straws, Etc. (as needed)
www.amazon.com

See FT Administrative Associate for Login

Eau Claire County Health Department
Hobbs Inspector

Alyssa Streveler

7158396160
Alyssa.Streveler@eauclairecounty.gov

Carson Park Inspector
7158392852

ValerieReiter
Valerie.Reiter@eauclairecounty.gov

Benedicts Refrigeration
Carson Freezers/Fridges
1003 Harlem St

Altoona, WI 54720
715834-3191

*Call for Services
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FulkServiceOpeningChecklistCarson

Popcorn

- Make popcorn following the instructions on the machine

- WSTSNJ (2 LINBGA2dza &SIFNRa AGSYy alftSa 61SSLI Ay
years) and make at least that minimum amount for that gantec€bags in soderates and
place the cates on top of the coolers fdhe cashiers to reach100+ bags to start a varsity
football game

- Tape cardboard to floor under popcorn machine

- Setup box flat on counter next to machine to leave the oil jug, oil cup and flavacol out. Saves
cleaning up with no oil all over the floor and counter. (Gatorade Boxes work great)

- Setup additional white table for large events to store additional popcord dnF & 2 dzZQNB T I «
the popcorn machine, it would be behind you)

Bring out ketchup, mustard, relish, and candy from cooler
- Ketchup, mustard, and religitting in the windowfrom across the stand for customers to
use. Use Football Stadium key to open, open roller window, wipe off counter.

Meat
- {SG dzLJ ySald2Qa gAUGK 61 GSNIFYR tF@8SNIgAGK GAY
- Setup meat station with a smaiihite table, gloves, tin foil and a thermometer.
- MoveGrillfrom the concession stantb the designated grill area
- Bring meat for event out in meat packing. Bring extra pans for cooked meat to be
GNF YAFSNNBR G2 GKS YIAYy aidlyR ySadz2qQa 2y0S T
- Bring out tongs, a thermometer, and knife.
- Once grillers arriveurn on all knobs and gas tanks
- Verify grillers have washed their hands, signed in, wearing a hat and wearing plastic gloves
to transfer meat.

Volunteer Sheets
- Setup volunteer sheets on designated counter space-i8i@heet and Volunteer Sigyp
Sheet.
Candy
- Take out candy from fridges and cabinets and place it on counters.
- Set upan additionalsmall white table at stations 3 & 4 for busier games.
Make coffee

Make hot chocolate for busy events

Make sure all items are fully stocked
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End of Service Cleaning Checklist Carson

Wash all utensils
- Clean out coffee / hot chocolate pots
- Grilling tools
- Popcorntrays andutensils
- Drain and rinse out all sinks

Turn offmachines (EXCEPT Slush Puppy machine)
- RoasteNESCO@inplug)
- Popcorn machine
- Coffee machine (turn off at Carson only)
- If warm, turn off pizza warmer, if colder, leave on to keep popcorn oil liquefied.
- Grill, make sure all tanks are turned off. Place in stand last.

Discard used, disposable plates and gloves

Restock all items
- Slush Puppy Reatlyo-Use mixand jugs
- Candy, chips, condiments
- Cups/ Straws / Lids / Napkins
- Soda
- Water
- Popcorn Seeds

Return cold items to refrigerator
- Candy,Condiments
- Buns (to freezer)
- If there is not an event within the-day mark, move alheat tofreezewith dates(label bag
with date opened/cooked)-tlay mark. If not, keep in fridge ftine nextevent.

Wipe down all counters and machines wanitizer
Record and discard all wastpdoductson the waste inventory sheets
Sweep all floorand mop
Take out garbage bags
- Break down cardboard and put in cardboard dumpster
- Replace garbage can liners
Stack all emptypeveragesand buncrates
Count allstart change and deposit money
- Fill outcounting slip

- Have a supervisaecount all money
- Place all monegnd counting slips; appropriag
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Food Employee Reporting Agreement (Form1  -B)

FORM Food Employee Reporting Agreement

Preventing Transmission of Diseases through Food by Infected Food
Employees with Emphasis on iliness due to Sa/lmonelfa Typhi, Shigella spp.,
Shiga toxin-producing Escherichia coli, and Hepatitis A Virus

The purpose of this agreement is to ensure that Food Emplayees notify the Person in Charge when they
experience any of the conditions listed so that the Person in Charge can take appropriate steps to
preclude the transmission of foodborne illness.

I AGREE TO REPORT TO THE PERSON IN CHARGE:

FUTURE SYMPTOMS and PUSTULAR LESICNS:

1. Diarrhea

2. Fever

3. Vomiting

4. Jaundice 3

5, Sore throat with fever :

6. Lesions containing pus on the hand, wrist, or an exposed body part
(such as boils and infected wounds, however small)

FUTURE MEDICAL DIAGNOSIS:

Whenever diagnosed as being ill with typhoid fever (Salmonelia Typhi ), shigellosis (Shigelia spp.),
Shiga toxin-producing Escherichia coli infection (Escherichia coli 0157:H7), or hepatitis A (hepatitis A virus)

FUTURE HIGH-RISK CONDITIONS:

1. Exposure to or suspicion of causing any confirmed outbreak of typhoid fever, shigellosis, Shiga toxin-producing Escherichia coli -
infection, or hepatitis A
2. A household member diagnosed with typhoid fever, shigellosis, iliness due to Shiga toxin-producing Escherichia coli, or

hepatitis A
3. A household member attending or working In a setting experiencing a confirmed outbreak of typhold fever, shigellosis, Shiga

toxin-producing Escherichia coll Infection, or hepatitis A

| have read (or had explained to me) and understand the requirements concerning my responsibilities under the Food Code
and this agreement to comply with:

1. Reporting requirements specified above involving symptoms, diagnoses, and high-risk conditions specified;
2. Work restrictions or exclusions that are imposed upon me; and
3. Good hygienic practices.

| understand that failure to comply with the terms of this agreement could lead to action by the food establishment or the food
regulatory authority that may jeopardize my employment and may involve legal action against me.

Applicant or Food Employee Name (please print)

Signature of Applicant or Food Employee Date

Signature of Permit Holder's Representative ; Date
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Cashier Reconciliation Form

L L= [ =) | 1

Manager Change Reconciliation Form

Carson Park Start Change

Employee Name:

Cashier Reconciliation Form
Shift End Cash Deposit
Pleasze circle appropriate lacation belaw:
CARSON PARK
CURRENCY  #BILLS I TOTALS
S 100.00 X = 00
S 50.00 X = 00
S 2000 X = 00
S 1000 X = 00
5 SO0 X = 00
5 200 x = 00
S 100 X = 00

TOTAL CURRENCY 00
COINS #/COINS TOTALS
S 100 X -

5 050 X -
S 025 X =
S 010 X =
S 005 X =
S 001 X =

TOTAL COIN

TOTAL DEPOSIT

CARSON CONCESSIONS
NAME:
DATE
ASE PLACE THIS FORM IN DEPOSIT H

Date:
COIN & CURRENCY TOTALS
$100's x =
$50's X =
S20's x =
S$10's X =
S5's X =
Sl's X =
Q's X =
Total =

Start Change Bag #1 =

Start Change Bag #i2 =

Start Change Bag #3 =

Start Change Bag #id =

Start Change Bag #i5 =
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T Post on Site

Food Employee lliness Action Guide
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Cleaning up vomit or diarrhea

Prepare and apply a chlorine bleach solution

Make bleach solutions fresh daily; keep out of the reach of children;
and never mix bleach solution with other cleaners.

Mixing directions are based on EPA-registered bleach product
directions to be effective against norovirus.

3/4 CUP OF BLEACH

1 GALLON WATER

For best results, consult label directions on the bleach product you are using.
If using regular strength bleach (5.25%), increase the amount of bleach to 1 cup.
Leave surface wet for at least 5 minutes.

Use your clean up kit tools Food and surfaces

= Put on gloves, mask, shoe covers = Dispose of exposed food and
and gown. single-service items.

* Use absorbing compound if = Affected food contact surfaces
needed. Wipe up the spill with should be rinsed after disinfection.
paper towels, dust pan and They should then be cleaned and
sScraper. sanitized per normal methods.

= Pour/wipe/spray bleach solution = Any clothing or fabric that has
around the area and let =it for 5 touched vormit or diarrhea should
minutes. be machine washed and dried

. . on hot cycle. Steam cleaning

* Wipe/mop the hisach aciution. may be preferable for carpets or

+ Discard all disposable material upholstery.
iq plastic bags. Double bag and « Nearby surfaces that are
Flinc e frequently touched (e.g.,

= Wash hands. doorknobs) should also be

Wisconsin Department of Agriculture, Trade and Consurner Protaction
Division of Food and Recreational Safaty

2811 Agricultura Drive, PO Box 8911, Madison, W1 53708
datcp.wi.gov PO PSP hineks 110030
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Suggested Contents for a Vomit

and Diarrhea Cleanup Kit

Disposable personal
protective equipment
(e.g., gown with sleeves,
gloves, shoe covers, mask)

I

Absorbent towels and a bucket*/

Disposable dustpan,
spray bottle for mixing bleach

scraper and mop heads

7

*Your bucket can be used to store items
and written procedures.

e o

Yellow tape, cones Absorbent material to
or signs to soak up liquids, trash bags
restrict the area with ties, and bleach

A2 B

Wisconsin Dapartment of Agriculture, Trade and Consumer Protection
Division of Food and Recreational Licensing

2811 Agriculture Drive, PO Box 8311, Madison, Wl 53708
datcp.wi.gov

POFRSE F4indd 110000
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Employee Time Log

Carson Concessions Employee Log

W

Time In Time Out

Update
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Food Preparation Critical Temperature Sign - Post On -Site

PROPER COOLING METHODS

135°F Foods must be cooled from:
@ l 135° F to 70° F within 2 HOURS

T0°F

Copyright © baiernations] Axsociation for Foasd Protectios

41°F 70°F to 41°F within another 4 HOURS.

5TIR IN AN ICE BATH or
SHALLOW PAN wiTH ICE.

FOODS MUST BE PLACED UNDER REFRIGERATION
AND COOLED BY ONE OF THE FOLLOWING METHODS:

Divips Foop: InTo SMALLER PORTIONS
THEN REFRIGERATE AND CHILL.

& &
€@ e

m f_"_"}I 2 inch pan
"

Use TEMPERATURE LoGs !

Uze An ICE
WAND
or App ICE
(Liguips)

Eau Claire City-County|
Health Department
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Temperature Guide
Wisconsin Food Code Fact Sheet #12

Q

QU PR~

A
4

¥

Always use a metal
monitor food
temperatures. a
calibrate your
thermometer monthly.
Never re-heat or cook
on a steam table or in a
re-heat food as quickly
as possible; for

stem thermometer to
Remember to

food warmer. Cook and
example, on a stovetop.

Prechill  all
ingredients  when
making a cold salad to
prevent long periods of
time in the danger zone.

Cool hot foods to 70°F
within 2 hours; and to
41°F within 4
additional hours in
shallow pans with a
food depth of 2 inches,
or ice water bath.

165° F -- Reheat all left-
over foods; Cook poultry,
stuffed  meats, stuffing
containing  meat; food
cooked in the microwave

155° F -- Cook ground raw
beef, ground raw pork,
injected meat, etc.

145°F -- Cook whole
roasts and whole fish fillets

140° F -- Cooking
commercially processed
and packaged foods and
vegetables; hot food
holding

41°F -- Cold food holding

0° F -- Frozen foods

dfs-3012-0401 April 2001
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Fact Sheet:

TYPES OF THERMOMETERS

QJM INSTANT-READ:

Reads in 15-20 seconds
= Place 2 to 3 "deep in thickest part of the food
= Temperature is averaged along the probe, from tip to 2 to 3" up the
stem
= Insert sideways for thin foods
= Some models can be calibrated; check manufacturer’s instructions
= Not designed to be left in the food while it is cooking

DIGITAL INSTANT-READS
= Reads in 10 seconds

=  Place at least 1/2” deep

= Can measure thick and thin foods
L ]

Some models can be calibrated; check manufacturer's instructions
Not designed to be left in the food while it is cooking

ﬂlSMOGGG’P&S:

Reads in 2-5 seconds - fastest reading of all thermometers
Place 1/4” or deeper y
Can measure thick and thin foods KOTS

Can be calibrated; check manufacturer’s instructions -
Not designed to be left in the food while it is cooking
More expensive than instant-read thermometers

OVE!I-SA&’E;

Reads in 1-2 minutes

= Place 2 to 2-1/2" deep in the thickest part of the food

= Best for roasts, soups, or casseroles

= Can remain in the food while it is cooking in the oven

= Heat conduction of metal stem can cause false high readings

= Some models can be calibrated; check manufacturer’s instructions
INBDICATING THERMOMETERSS >
= Can be kept in the refrigerator and freezer

= Can be used to check the accuracy of built-in thermometers 0
INFRARED: -
=  Fast read out &=
= Can read the temperature of the food without touching it

= Only measures surface temperature, not for internal food temperatures

Information and Graphics Courtesy of USDA Food Safety and Inspection Service
Public Health = Madison and Dane County (06/04)
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Hand Washing Sign - Post On Site

r:l

Help prevent the spread of disease

WASH YOUR
HANDS

. When you begin work.

. After using the bathroom

. After smoking or eating

W N

. After touching any part of your
body (including hair).

5. After touching any raw foods
6. After doing any cleaning chores.

7. After touching soiled utensils
and/or dishes.

Eau Claire City-County Health Department
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D>WASH YOUR HANDS!«

1. Wet your hands with clean, running water (warm or

cold), and apply soap.

2. Lather your hands by rubbing them together with the

-
(ﬁ) soap. Be sure to lather the backs of your hands,

between your fingers, and under your nails.

3. Scrub your hands for at least 20 seconds. Need a

timer? Hum the "Happy Birthday" song from
beginning to end twice.

4, Rlnse your hands well under clean, running water.

Let the water run back into the sink, not down to your
elbows.

5. Dw your hands using a clean towel or air dry them.

DIVISION OF PUBLIC HEALTH
P-01710 (12/2016) State of Wisconsin | Department of Health Services

S



HANDWASHING FACT SHEET

Handwashing Procedure

EI

- o .-"f-_ir.
|‘L_-_-::} | '_"j f l__ —
[y B -y

| /

S ( :I
i\ 4\

1. Wet Hands With Warm Water 2. Apply Soap

-
ok S

-1
5. Dry Hands

™ e
B,

b, Turn Off Water With Paper Towel

When To Wash

+ Before starting to work with food, utensils, or equipment

+ Before putting on gloves and any time you change tasks

+ During food preparation, as often as needed

+ When switching between raw foods and ready to eat foods

+  After handling any soiled utensils or equipment

+  After handling dirty dishes and before handling clean dishes
+ After eating, drinking, or using tobacco products

+  After coughing, sneezing, or using a tissue

+  After touching your face, skin, or hair

+  After using the bathroom, wash hands in bathroom and again
when returning to the work area

+ After handling service animals, fish in aquariums, or shellfish
in display tanks

+ After doing cleaning tasks or touching garbage

Keep Hand Wash Sinks
Accessible At All Times

107

Did you
wash your
Hands?

Beminder: stock all hand
wash sinks with a sign, soap,

and paper towel

et e
Eau Clalre City-Coilnky

*‘f Health Department

T30 Smoond Aivve Exn Clajre, WY 54700
wewmi ichealt diperemen oeg

B PIS-aae-ATIn
F 75231674 l]" ]
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Using Disposable Gloves
Wisconsin Food Code Fact Sheet #5

Disposable glove use in food proc-
essing operations is becoming
popular. Many operators feel that
wearing gloves prevents the transmis-
sion of foodborne related pathogens.
However, wearing gloves is not a sub-
stitute for appropriate, effective,
thorough and frequent hand-washing.

Allergies: Natural rubber latex gloves
have been reported to cause allergic
reactions in some individuals. Con-
sider this when deciding whether
single-use latex gloves will be used
during food preparation.

Hands must be carefully
washed with soap and . /\ -
warm water, then dried \ :

before and after gloves \

are worn. VIR

hy tf
Gloves are suitable for ('\ 74
mixing, deli sandwich ||

assembly, prep work, \\
vegetable handling, cov- |
ering non-infected hand |
abrasions, etc. /:

Warning: Individuals with infected
(red, swollen, warm or pus-forming)
wounds on their hand(s) must cover

the infected area with an impermeable
cover and wear a single-use glove.

Rules of Glove Use

s Do not reuse gloves.

o Use only single-use gloves, stored
and dispensed to prevent contami-
nation.

e Ensure gloves are intact, without
tears or imperfections.

e Provide gloves that fit properly.

e Gloves must be changed whenever
an activity or workstation change
occurs, or when-

ever they
become con-
taminated.

A Hands are to be
/ ‘ washed and dried
before putting on

new gloves.
\ /
\ I [ o Management
} ) g must provide

education and
enforcement of
proper glove use.

e Gloves must be replaced after
sneezing, coughing, or touching of
the hair or face.

dfs-3005-0401 April 2001
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Fact Sheet: \Il
Sanitizing Instructions

Wiping cloth container Sink compartment
200 ppm 200 ppm
1-tablespoon 3-tablespoons
sanitizer in sanitizer in
1-gallon water 3-gallons water

Tips: Be sure to verify the volume of your own buckets, spray bottles, or sink compartments.

MODULE 14:FOOD SURFACE SANITIZING M14-6



Incorrect Transactions

Deleted Payment & Invoice Log (voided transactions)

Date:
Location:

Work Station:
Shift 1

Cashier Name:

Type of Payment Entered Amount of Payment Entered in Managers Sgnaturs

Receipt i
|CamhfCC/ Check) Incarrect Transsttion

Items on Incorrect Time of Incorrect
Irrecice i/

Transaction Transaction

Ininstances where a deleted payment is required [wrong login location, double transaction, ete.), managers will need ta make sure they and the cashiers are following

the process listed below:
1} Cashiers must log the transaction|s) where isgue securred in the Delated Payment Log.

2) Concessions Operations Manager includes the deleted payment log with the deposit. Recreation Administrative Associate will scan in the log with the cash reports

for that day.




Receipt GL Distribution Report

Page 1 ef 1 May 12, 2022
- » " a4 AM
Cash Distribution By Account (Summary)
Trarsaction Site: Eau Clalre Parks, Recreation, and Forestry, Eau Claire Parks, Recreation, and Forastry
Onling
Workstalions: Hobbs Admissions 1, Hobbs Concessions 1, Hobbs Concesslons 2, Hobbs Concessions 3
Transaction Dale/Time: From May 11, 2022 12:00 &M through May 11, 2022 11:58 PM
Tetal Cash  Total Check Total Gift  Total Gredit Total  Total Cash, Total Memo / Tetal Total ECP Tatal
Payment Paymeant Cartlificate Card Debit Card Check, Card, Man. Deduct Payments  and Journal  Payments +
Aceount Name Account Number Payment Payrment Payment Certificate Payment Payments  ECP/Journal
Hobbe Opan Skate 51001 4561026511 §44.00 &0.00 50.00 £B.00 $0.00 $52.00 §0.00 §52.00 40.00 S52.00
Revenue
Totals: 44,000 $0.00 £0.00 $8.00 £0,00 $52,00 $0.00 .00 50,00 $52.00
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Shift Summary Report

Page 1 of 2

Transaction Site: Eau Claire Parks, Recrgation, and qug.a.lr:,r

Cash Receipts Report (Summary)

Receipt Date'Time: From May 11, 2022 12:00 AM through May 11, 2022 11:59 PM

May 12, 2022
B:25 AN

Warkstations: Hobbs Admissions 1, Hobbs Concesslons 1, Hobbs Concessions 2, Hobbs Concessions 3

Total Total Total Cradit

Total Total Gift Total Manwal

Total Tofal From Total From Total Fram

User Cash  Check Card Debit Card Certificate Deduct  Memo  Account ECP Journal Entries  Voidad
Eau Claire Parks, Recreation, and Forestry

Mordby, Kollan $44.00 50,00 §4.00 50.00 $0.00 f0.00 50.00 30.00 §0.00 §0.00 50.00

Sub-Totals 344004 50,00 38,00 $0.00 £0.00 S0.00 50.00 50.00 50,00 50,00 50.00
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Waste & Inventory Form (Carso n, Fairfax Hobbs )

Event Inventory & Waste Reporting

subvmit this form with the deposit

| Date: | [Event Name:

Ivlumnr{mdanm]: suniy cloudy rain warm  cold  Snow ] Temperature

Waste (end of event) Fres/Complimentary Items Inventory

MEALS & MORE Units Froduct lbem Units Product tem

# in stock

Haidog
Brais

Sandwich

20az Botded Products

120z Canned Products

Spring Water

120z Hot Beverages

SALTY SNACKE

Chips

Pepoam

Cheese Cup

Pickle Biles.

Candy {Airheads)

Candy {Tootsie & Blow Paps)

Candy {52 35 Candy Bars)

Cation Candy

Mini Dioruts

loe: Cream Cup

Commumication (nofes fo ManagenOfffics)

U:\Recreation\Recreation Concessions\General Operations Information\Forms
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Product Sales Form (Carson )

Carson Concessions

‘Weather & 80 Degress, PACHER GAME
Attendance & Fuil

Cash Drawer Dparaton Eau Claine Paris & Rocreation Concession Team
Event: Eau Claire Morth vs. Wausau Wiest

FLEE FLEn TOuml BroSS  Price Pid Tolal Gross
ITEM SOLD PRICE Sales NOTES BALES Product PROFIT Froo & Waste  Wasie §
|E Bl 200z 5250 a0 522500/ 056 §14TED) m.m|
|E Baithed Watar 5200 400 520000/ 5018 518200/ ln.u||
|Elnm Can 120z 5150 17 528550 S0.E2 §17338) uun|
Brat §450 53 5238.50 220 §121.50 [ m.m|
Candy .50 [airheads] ] i ET0L50) S0L16 BATS iu.m|
Candy 2.25 5235 L] 522275 5108 §11683 1 t.us|
Chaesa Cup 5175 23 54035 S0.B5 E1.78) ium|
Chips §1.75 41 571,75 S0.B4 5ar3 mm|
Cotlon Candy 5275 22 55050 5129 53213 ium|
D00 Dily Bar §as0 38 513300/ 5151 57182 tnm|
Fruit Snacks ] 5 5250 BOL1E 5170 o0
Giant Freazia 5150 [ 5300 S04t §6.54 o0
Hoot Bewerages 120z 5200 a2 518400/ 5159 55533 o0
|Holdog 5350 125 543750/ §1.TE 521750 ]
Picile Bite 5200 kL 55200 51.06 52814 50,00/
Papcam s 218 543200/ 5107 520058 40 tm.u||
Slushin 160z §io0 128 538400/ §1.44 §TI0ES 2 u.m|
|E| o 5000 5000 50.00 ium|
|uwa=n tu.:n| 5000 5000 mm|
GRAND SALES TOTAL mﬂ-ﬂ.‘m] I §1,6T0.42 | Grand Gross Profit

514336 Froe & Wasto

Dapaosit £2,358.50 5 420,07 Paid Stat

Cradil Card Eales 515058 Salos Tax

(crerishort)

[(52.20) Shorl paid {0 £4%
510,00 LP Tank

§7047%
[ 55009
I sras2 o romcrmuy

£131.24 - Admirisiration Fea

$T43.68 | Amount Paid

A5 % of Total Gross Sales

U:\Recreation\Recreation Concessions\Carson Park\Financial Records\Payouts - Organizations
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Product Sales Tally Sheet

Concession Sales Tally Sheet
Location: Carson Park

|Cashier First & Last Name:

‘

160z Slush Puppies 53.00

Spring Water 52.00
120z Hot Beverages EIIII

120z Canned Products 51.50

Popcom 52.00
Pickle Bites 52.00
Chips 51.75

Cotton Candy 5275

Candy 5235

Candy (Airheads,

BlowiTootsie pops) 50.50

Fruit Rall-Ups 50.50
TOTAL SALES
Entered ints POS|

U:\Recreation\Recreation Concessions\Carson Park\Financial Records\Product Tally Sheets



Concession Login Information

1.Login to the computer with your personal network login,

2. Go to Google Chrome & type http://activenet active.com/eauclaire/login

3. Click on the blue continue button.

4. Enter your infarmation. Your username is ity and then your
username for the computer.
Example: city\username. Enter your computer password.

5. You will need to verify your identity cnce you enter your
email and password combo. You will need to confirm your
account via your Duo Mobile.

I

Pemmtar o br 12 barn

6. Under the "Existing Workstation MName" dick the drop-down and
select the carrect workstation you are at:

w Existing Worlstations

Existing Workstation Name | Eau Claire Parks. Recreabon. and Forestry. Carson Concessions 1 v

7. Count your start change bag first. Then, under float amount, DO
MOT CHANGE, just click "Ok". At this time you can count your start
change to make sure it's the correct float amount. If there's a
discrepancy, get the manager.

Confirm Float Amoant

Please ot the begiosng balance (o the dover.
Fleat Amoant [200.00

8. To sell items in POS, click on:
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CASHIER CHECKOUT INFORMATION  CREDIT CARDS

1.Click on your desired item(s). 6. Your screen will do this: -

2. Click an the appropriate payment charge. In this ex: Payment Charge Your credit card reader will say insert/swipe card. F\ease have‘
the customer complete the payment and the receipt screen will

appear once the credit card has been processed.
Payment Charge

3. After clicking "Payment Charge" on the bottom left-hand side it will ask Re"ip:e::lgﬂ?gll?fx
you to confirm by pressing ok for the charge.

) EAU
0% CLAIRE

Credn Card Payment

Amount E00

4. To run the credit card, click on the "Finish Transaction" button.

Finish Transaction

7. Click on "New Receipt" and
generate another sale.

lick on the "POS" Button to

5. In the Receipt Payment - Process Credit Card Payment screen,
click on "swipe card/manual entry.
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CASHIER CHECKOUT INFORMATION CASH

1. Click on your desired item.

5. To complete the transaction, click on the "Finish Transaction" button.
For Example: Whale Pizza

Point of Sale

Drop-in Customer

UPC /St;am: D Finish Transaction
arct

Gty |Desc

1 |CoN Pizza w

6.E le of ipt"
2. Click on the appropriate payment charge. In this ex: Payment Cash Hemple ararecelp

Receipt #1000227.002
[“orint N send tmail | Hew Rec 047, 071 318AM

EAU
Payment Cash ‘;I_LAIR_E :

Home phone: ., Work phose.
w Pament Sammary

3. Enter the amount of cash received, for example: $20 and click "ok" i o Paymcns

Cash Payment

4. If you enter the amount of cash received and it's more than the item,
the change will display after you click on "ok",

7. Click on "New Receipt" and click o

the "POS" Button to generate
another sale.

Trainer Site

RS
[ print |
Eau Clies Facks, Racreation d Forestry A

Subtotal 12
Wi State Tax

Charges 1500
Payments

Change 50
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CHECKS ONLY TAKEN FOR GROUP ADMISSION OR FAIRFAX POOL MEMBERSHIPS!
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